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The Trust You Have Placed in Us 


Dy Se 


bow a Service.... And the prin iples that guide our worl, 


/ hee, The telephone business ts built on the idea of 
lA 


affect the lives of many people. Weare printing them here because 
they seem mniportant to everyone u ho uses the telephone evervone 


who works for the business. and everyone who has invested in ue 


PREDEMICK I. KAPIEL, Pre 


American Telephone and Telegraph 


Wi in the telephone busine are servants of the public [he services we 
perform are necessary to thie people of the United States They are necessary to the 
building of our nation and to our national security. Clearly, we occupy a position 


of vreat public trust 


We are also trustees for the savings of every individual who ha put money in 


the busine It is our responsibility that the busine hall prosper. 


We think it all-important therefore that we furnish the best telephone service 
itis im Our power to provide—a service high in value and steadily improving—at a 
cost to the user that will always be as low a po ible and at the same tiny keep the 


bouisnnne in good financial health. 


Lhe succes of the business depends on the people in it. ‘To serve well ane 
prosper, Bell Lele phone Companies must attract’ and keep capable employee 
Phey must be well paid and have opportunity to advance in accordance with ability. 


\nd we must continually ce velop first-rate leaders for the future. 


binally, it seems to us that it is always our duty to act for the long run. Sound 
financme, good earnings, reasonable and regular dividend these are all long-term 
projects. So is our continual research to find better means for giving better service 
Sous the buildine of the human organization and character on which @ood service 


depends. Sots the training of leaders. In all our undertakings, the long view is essential 


his is the way we understand the trust vou have placed in us. [It is a trust that 


deserves, and will continue to receive, the most painstaking care we Can give it 


Working together to bring people together 4 & ; 
BELL TELEPHONE SYSTEM 











DOES MORE This new Verifax Coy 


beyond the scope of ordinary office 
copies of nearly anything in | minute for | 


Copies can also be made on both sid 


es O 
copy paper on pre-printed office 
on cards and on translucent paper tor 
use as “masters” in whiteprint machines 
You can even make an offset 
plate in 1 minute for 
less than 20¢, with ; 


low-cost adapte I 


Kodak’s new 
Verifax 


Sint Copier fo .. 
---only 5148 we OM 
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duplicator LN worries about deter! Seana ith cust i 
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ithe Verita wae | I sind toda hort « t 
© « youre 
written recor nicl file haat 
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MAIL COUPON TODAY 
EASTMAN KODAK COM 

Get all the facts Business Photo Methods D 

on the Signet 13 Stat 

Send for free folder which 
describes this remarkabl 
$148 copier in detail and 
vives facts on complete line 
of Verifax Copiers. Or get in 





touch with your nearest | 
Verifax dealer, listed in the 
yellow pages under “Photo 
copy Equipment.’ ( 
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It's ADDO-X's precision 
manufacture that reduces 
operational noise to a whisper. 
With new fast action,” 
fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 
performance at adding 


machine cost when 
multiplying. 


Write today for literature f. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


*At 175 r.p.m. WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 


tAlso on our N two register machine, LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


For further details mail this advertisement with your letterhead. 


AMERICAN BUSINESS 





Volume 27... Number |! 


AMERICAN BUSINESS 





Registered U. S. Patent Office 


January 1957 vy burgh Steamship Divi 


Benjamin EF. Fairless 
heathed 4 wer comple fe 
Pitt vburgl 


MANAGEMENT POLICIES Sieniiide. bc ce: cubed 


mporati 


Personality and the Leadership of Men 


What's in a Name Change Nert UW. ‘A 


Planting and Growing Executives 
(out of the articl VMERICAN 


ISUSIN# Will brings you in the 
COST AND PROFIT CONTROL February issue, you're going to 
find at least one that will be 
New System Reduces Invoicing Tims vorth the price of a 10-year 
High-Voltage Lighting What Can It D Wah 34 a — s = bas eg ee ee 
i busine that depend in 

ADMINISTRATION AND METHODS a iggy ic age congyeir ppc 
Can Speed Reading Programs Help? t pio -ou'li “og vs > taconanan 
New Systems and Equipment the importance of estat 
nye tor dealer It prowl 


for you. too 


SURVEY OF THE MONTH 


Executive Expense Practices 1 company i 
ie pl ririiniye core 
mone by reading 
SPECIAL INTEREST t “ 0 Y Paes _ see, ing 
30 Years of the Unexpected in Your Mai! | wot jong, but it 
Three Steps to Speechmaking 
1956 Index to AMERICAN BUSINESS 
uburb but 
ent ol ann 
DEPARTMENTS panne they dative yrs ag su 
i firm which tound it) more 


American Business Notes 4 New Book: 46 Ae 
Praontatie 


} 


Business Tips 44 Business on the March é ind what 


Cover Photo Courtesy of United States Stee! Corporatio $4.00 ao Year 





Member: Audit Bureau of Circulations and Associated Business Publicatic 


PUBLISHED ON THE Ist OF EVERY MONTH BY DARTNELL PUBLICATIONS, INC. 


Joun Cameron Asprey, Editor and Publisi 
in 3 il V ging bid 
Evcene Wuarrmone, Field Editor; LL. Lewis, Mat i MOO} 


C. M. Wein, E. M. Ryan, F.C. Minaken, ¢ 
Beatrnick, Moone, De keditor 


Publication Office md P 
ntered aa # nd 








DO YOUR SALESMEN 
KNOW ALL THEY SHOULD 
—ABOUT CREDIT? 


val 
edit 
ne, 


Each of your company salesmen is a 
sort of assistant credit manager rep 
resenting you in the field. For a good 
Ou Me 
have a working knowledge of credit 
principles ond methods. This populor 
booklet—-over 100,000 copies sold to 
date—-was prepored by a top credit 
man with wide sales experience. His 
booklet 


WILL HELP SALESMEN 6 WAYS 


it will tell them what the credit 


manager wants to know 





it will show them how to 


get credit information 





it will inform them of the 


legal phases of credit 





it will tell them how to 


guard against fraud 





it will provide them with 


33 effective credit tests 





it will convince them that 


credit is a tool for profit 





YOUR COPY 
JUST 40 CENTS 
QUANTITY RATES 

ON REQUEST 


CLIP AND MAIL TODAY 


The Dartnell Corporation, Publishers 
4660 Ravenswood Ave., Chicago 40, lil 


Send a copy of THE CREDIT SIDE OF 


SELLING. 40 cents is enclosed 


AMERICAN BUSINESS ZYotes... 


It ls a Good Thing, Maybe, that 
most editors never seem to accumu- 
late enough of the stuff required 
to play the Wading 


through these year-end news re 


market 
leases with their glowing promises 
of greater prosperity is bad enough 
without we should be spending our 
time telephoning the nearest bucket 
shop. But, in any event, we'd like 
to pass along to you readers some 
of the optimism that prevail 

among top executives and. thei: 
publicity men these days. At the 
ame time, just so you'll start off 
your Happy New Year with a good 
glow, we will refrain from predict 
ing a depression on the off chance 
that we might be right, and thu 
become known as “the man who 
predicted the depression,” a_ title 
proudly worn by only a few people 


Dun & Bradstreet has surveyed 
1,597 business executives in manu 
facturing, wholesaling, and retail 
ing fields, and finds that a majority 
of these men expect sales net profit 
and employment to be maintained 
at high levels during the first 
quarter of 1957, Retailers, it might 
be noted, were the least exuberant 
of the bunch, Dun & Bradstreet al 

ees higher sales prices in the offing 


F. W. Dodge Corporation sur- 
veyed 221 leading economists, and 
says these experts see 1957 as the 
best business year in history, ‘‘at 
least, in dollar terms.”’ In thei: 
opinion, inflation ‘will 
account for much of the rise in 
dollar indicators of business activi 


collective 


ty.’’ Consumer and wholesale price 
indexes will continue to rise, mod 
erately but definitely 


American Chemical Society's 
news services jumped in with the 
news that America’s chemical in 
dustry is heading for a record $1.5 
billion plant and 
equipment, expecting to double its 
1950 capacity by 1959. Estimated 


outlay for 1956 expansion repre 


expansion of 


sented an increase of almost 50 per 
cent over the 1955 figure, according 
to the Society's fifth biennial survey 
of the chemical process industries 


The Gas Appliance Manufac 


turers Association 
orders for industrial gas equipment 


reports that 


indicate that 1957 activity in thi 
field will be at approximately the 
same peak level as attained in 1956 
Edward J. Funk, Jr., chairman of 
the industrial gas equipment divi 
sion of GAMA, said that the out 
look was favorable not only from 
the standpoint of volume, but also 
because there is good balance i: 
distribution of business among 
varying consuming industries 


Herman F. Lehman, Vice-Presi 
dent of General Motors and general 
manager of the Frigidaire Divisior 
says that forecasts in the appliance 
industry indicate that some 14,750 
000 appliances will be sold in 1957 
a gain of more than 900,000 ove: 
the units sold in 1956 
for 1960 show 
being sold. 


Estimates 


some 18 million unit 


Richard E. Krafve, Vice-President 
of Ford Motor Company and gene: 
al manager of its Special Product 
Division, says Ford's market ana 
lysts expect that 
tomers will buy about 6 millior 
new automobiles in the 1956 model 


domestk cu 


year, a drop from the record-break 
ing 7,170,000 cars 
1955. The 1957 model year is ex 
pected to be better than that of 
1956. The Ford Division alone had 
orders for billion 
dollars’ worth of 1957 models fo: 
delivery by the end of December 
6,500,000 


registered it 


more than a 


For the whole industry 
new car sales in the domestic 
market and a quarter of a million 


exports are forecast 


The Chase Manhattan Bank 
Backs up the Ford forecast with 
the firm statement, “‘There should 
be a good market for the new 1957 
bank's publi 


cation, Business in Brief, noted that 


automobiles.”’ The 


10 million people made final pay 
ments on auto installment loans in 
1955, 9.25 million did so last year, 
and an estimated 10.25 million will 
follow suit in 1957. Two-thirds of 
the 1955 sales were financed, but 
the rate slowed down in 1956. While 
new housing starts slowed dow: 
about nine per cent, the dollar out 
lay on industrial building in 195¢ 
was up almost 30 per cent 
commercial building was up 

cent. Utility construction wi 
about 10 per cent 
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Howard M. Lundgren, President 
of Woodmen of the World Life 
Insurance Society, the world’s fi 
nancially strongest fraternal benefit 
society and an authority on invest- 
ments, brings a bright word of 
cheer to all executives bothered by 
the current shortage in the supply 
of money. It will be eased, says 
Mr. Lundgren, by two factors 
1. “Life insurance company funds 
are growing rapidly, and experience 
has shown that life company su: 
pluses double every 10 years in 
periods of normal business activi- 
ty. 2. Private pension funds are 
growling at a fantastic rate ovet 
the country, and will supply a 
tremendous amount of investable 
money within the next five years 


And for a Safe Reply to the que 

tion, “What's going to happen in 
1957?” or “How's business?" we 
can only quote from The Guaranty 
Survey, published by the Guar 

anty Trust Company of New York 
“Almost all current evidence points 
to the conclusion that the defeatist 
depression-born theory of secular 
stagnation belongs in the realm of 
exploded fallacies. Barring setbacks 
from extraneous causes, and with 
allowance for the corrective read 
justments that free societies require 
from time to time, the economy 
appears to be facing a period of 
growth and expansion as spontane 
ous and dynamic as any that 
occurred in the past—-a period in 
which saving on a large scale will 
be as indispensable to economi 
progress as it ever was.” 


Mrs. Charles Ulrick Bay, Chair 
man of the board and president of 
A. M. Kidder & Co., is the first 
woman in Wall Street’s 200-yeat 
history to become chairman and 
president of a New York stock ex 
change member firm. She may not 


be the last because in a recent talk 
she points out that women have 
become the leading stockholder 
group in a number of the best 
known corporations. In AT&T 
they own 60 per cent... DuPont 
95 per cent... General Electric, 54 
per cent... Eastman Kodak, 51 per 
cent...the list is lengthy 


“U.S.S.R.-1956,"’ Special Edition 
of National Cash Register Com- 
pany’s Factory News, describes a 
recent tour of the Soviet Union 
made by S. C. Allyn, president of 
NCR. If you haven't seen one 
J. K. Owen, director of public re 


(Continued on page 4! 
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PITNEY-BOWES 


Iding Machines 


Wonderful work-saver 


for any office! 


Work-saver, yes, and money-saver, too. For, it 
not only does away with the monotonous chore of 
hand-tolding which nobody likes, butitalso greatly 


reduces the cost, which pou will certainly like! 


What h o be tolded’ borm lettet tat 
ment bulletins, advertising material? A’ little 
Model FH will do them all tast, accurately and 


che ipl 


It cos! thanatypewril tissmatll, simple 
to operate, anyone can easily use it fo setit for 


any job, just move two knobs—and start folding! 


Electrically driven, with semi-automatic feed, 
it can make two tolds at once can double told 
$14 by II sheets up to 80 per minute. It ts even 
faster with automatic feed (optional at small 
extra cost) 

The FH can make eight different folds, and 
handle papers of most all weights and finishes, 
ind in sizes as small as 3 by 3 inches and as large 
as 8A by inche It even told heets stapled 
tovether 

bora demonstration, call or write your nearest 


Pitney-Bow othee. Or end coupon lor a tree 


illustrated booklet % 


. 
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a button... 


push 





Robot KARDEX CONVE-FILER ROTO-KARD KARD-VEYER 
meleeme a) pt to é to 80.000 





Four of the thousands of REMINGTON RAND products 


and services for the tiling, finding, storing housing col ) ; f RRY RAND 


densing, protecting, controlling or copying of records. 


bor complete details on the produc ts illustrated, write for 
FREE booklets (Robot KARDEX KIDSOS, CONVE-FILER 
LBV160, ROTO-KARD KD770, KARD-VeYER LBV706) 
to Room 1121, 315 Fourth Avenue, New York 10, N.Y. 





Lottou. FROM READERS 


Studies on Company Histories? ih 


article 
Please advise if you have any re ters” 
ports or studies on company histori 
We will be celebrating our 16t} 
anniversary next year, and are con 
sidering publishing a historical 
booklet vil ; ‘ fained a 
Ruying and 


EF. L. DUMAS bin 


Professional Relations 

Dumas-Wilson & Co 

St. Louis. Mo 

We are nailing you Why It Pay ' ‘ ‘ Teletype 

to Tell Your Business History be ys n ! i lO \ rious people 

cember 1952) Nou You Have a ) I ! ! oul No . concernin tive 

Company History, What Are You ISS 1 mst December Reade 
Going to Do About It? (January I vith Ww ( condensed from your Novem 
1953), and “Why Tell Your Busine yer i I \ t To (‘Communication: Fast and 
History April 1954). Our Publie Re vay | ) cn It wa in article about 
lations Handbook also has a chapte “Ol xampl ’ iit nes 1} ion’s telegraph busine will 
covering business histories and cele ng l ( ( M j n mentioning the national 


M 1< i i | ’ ’ 
brating anniversari USPICIO ’ he ipl ystem, which use more 


than <0 word ‘ fac £0 teleprinters than the companies met 


check of ' I MM . wl lL and hand the ist majorit 


Executive Reimbursement It 


contal / CCS - Ol the rapid-written record con 
, 1} } mit i y ) Wi | 
We would like to obtain informa err : munications toda 


(one 1 i { 


artick “Hise retlers two thy 


tion concerning the most prevalent 
policies and practices of corporation other thee : B vOrU ptor invented by our en 
in reimbursing their officials for trave! " hi a ’ tudolp! and 
and entertainment expense F'lesch’s , , ato ( ment use | World War Il 
Mr. Ma) unt I nentions 700 calls a day via RCA 


pre ided tor Wice 


We are interested in how such 
policies are stated and what yard — \ | ' yrvewean ~ sng eae 
sticks are most commonly used a foreove ; +28 Union transmits millions of message 


qual won n | othe ! ' 
a guide to the quality or kind of equally i er eal 
take ‘ )] too mat thousa | of importatr 


travel facilities, accommodations, e1 . ‘ ‘ 
tertainment, or other expense whic! : vot Maye omp to which we provide pi 
is authorized. ot ' as edhahmageers il ; ystem ind others ino the 
Data concerning the policies and igettingca*> b active isiness world, of course, have pet 
practices of banks or similar organi rm would na poe s ‘ | knowledge of the facts. Omi 
zations (such as insurance companic = oe wee? i aoe mn of Western Union, no doubt, wall 
ete.) would probably be of particular 5 veweuee ar é nm error to the general 


alue to us q . : . i . ( A j j record com 


N. F. WHEELER 

Vice-President 

Security-First National Bank 
Los Angeles 

Los Anveles, Calif 


This information is available iw ti 
new Dartnell urvey of BRerecut 
Fringe Benefit the first thres or 
tions of which are yust ) hew 


released 


Better Business Letters 


We would like to have permissio 
to mimeograph and distribute to our 
executives “Five Tests for Better 
Letters” by John R. Mayer from the 
November 1956 issue of AMERICA? 
BuSINESS. It is our feeling that thi 
article is very well written and that 
our managers would receive a great 
deal of benefit from reading it 
VERNON SHEBLAK f ordes 
Training Director I A i ive juant LOO « ri These fou 
Pacific Finance Corp $23.50 f 
Los Angeles, Calif 
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The new 


omnptometer 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


All controls are in the 
paim of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


Dictate 

Listen 

Unlimited Review 
Erase unwanted words 


Mark end of letter... 
electronically 

Use same machine for 
dictation, transcription 


Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand 


The same machine serves as a transcriber...it's as easy to 


transcribe as to listen, because, with perfect dictation, 


omptometer — BETTER PRODUCTS 


COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 





Comptometer COMPTOGRAPH ''202" 
—No lost hand motion. More fine fea- 
tures than any other 10-key machine. 
Try it FREE—use coupon. 


there's no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders 


Learn how easy dictation can be—how anyone can turn outa 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


TO BETTER BUSINESS 


Feit & Tarrant Mfg. Co. 
1717 N. Paulina St., Chicago 22, Ii! 


I 
In Canada: Canadian Comptometer, Ltd { 
765A Yonge St., Toronto 5, Canada 
‘] Arrange a Free office trial for me on I 
Send me literature on 1 
Comptometer COMMANDER 1 
COMPTOMETER Adding-caiculating Machine i 
Comptometer COmMPTOGRAPH ‘'202"' | 
Name 1 
Firm I 
Address | 
City Zone State l 
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Personality and the 
Leadership of Men 


Arthur Secord 


Everyone has a personality. Too few know how to use it effectively 
Dr. Secord, director of community service and professor of speech at 
Brooklyn College, recently told members of the Office Executives of 
New York, Inc., what they could do with their personalities to build 


themselves and their people. You'll get a lot of good tips out of this 


ET’S begin this by defining pet i when Thayl f iid | Ii ! instead of starting the 
[ sonality, and I’m going to do Vas one of Soe t i ite ¢ ta t had said Hi! I prant 
it in two words. Personality i tion snow tl vould be known as “Fat 
“evaluated individualism EVAL y should I know n } it do wing a badge 
UATED INDIVIDUALISM it ( you know you d han become 
makes my personality depend not nentall pecal if ou d ! l eho brace 
on what I am, nor on what I believe 
myself to be, but on what ome ind ¢ ( ly nd ft i 1 ene » th ‘ i tance 
body else THINKS | am he t ! it of ce ev ld What you and | 


Let me give you an example Nit m t I u \ Vill sce i len ian retused 1 


You and I meet a chap, we talk tnat v I r" iti c} i w would wecepted hi 
to him for 20 minutes. He leave teristics that j \ iy fi lividual diffe ce unemotionally 


the room. I turn to you and say ‘ ! Waki! ! Vill ! ou and I will de af, usuall 
“He had an obnoxious personality disce t tv ‘ I nega Vill the 

didn’t he?” And you say I tive characteristi that " (nowledgqe ¢ f. At we will 
thought he had a charming pet r af \ 
sonality And the peculiar thing A lot of fellows will tell you tl ‘op-leye had a philosophy: “I Yan 
and in many ways the terrible thing to do is to « come th vad vhat Yam! And if you don't like 


iyainst u ry Wakil I I weepl our elve “4 Ve are 


thing, is that we are both right points, I'm not recommending that ! <noOWw V t you can do about 
because youl personality at any n recommending t 
given moment depends on the sum vhi ur strong points a! and condly, Knowledge of the job 
total of the impact you have made make them work « rtime for f. There should be a wholesome 
on some other human being mp y that p ) won't iscont with every one of us in 
Now, if that’s the case, we can not ul yoint ; ot | i jol And we should 
make either one of two approaches reonm } point npl I an eye on people who we 
I can talk about the positive chat because many tin " t nk could be moved up to fill 
acteristics that go to make up an ometimes 1 y a nvironm F r job. Any person who is a real 
effective personality. Or I can talk ometin they j nationali nanagement man should have the 
about the negative characteristic ! ometil they ational knowledge that not only should he 
that prevent the normal functior ometin they’! iysical know the job ahead but he should 
ing of an effective personality ometime hey'! oc) n to it that somebody 
To save time, I'm going to take times they! conomie f Oo when the 
the Dale Carnegie approach and Have 
discuss three characteristics you 
and I should cultivate and maintain 
if we would have effective person 
alities in the general field in which 
executives function 
The first of these three is know] 
edge. Let's break it up a little bit 
No. 1 Knowledge of Self. A long 
time ago a Greek philosopher by 
the name of Thayles said, “Kne 
thyself.’ That’s just a 
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Montreal speaking at an annual 
dinner of the Quebec Association 
for the Prevention of Industrial 
Accidents. They had over 1,000 men 
jammed in the ballroom of the 
Mount Royal Hotel that night. One 
of the things they did was to bring 
two boys up from one of the tables 

they were hourly paid personnel. 
They brought them up to the dais 
and presented them with lapel 
buttons and certificates signifying 
membership in the Wise Owl Club 

Many of you know what that 
meant. It meant that during the 
past year each of those men had 
had the sight of one or both eyes 
saved because he was wearing eye 
protection, The safety glasses were 
on display one with a completely 
shattered right lens, the other with 
both lenses shattered. 

After these men had been hon- 
ored and returned to their tables, I 
heard a man at the head table turn 
to a neighbor of his; only the three 
of us, I believe, heard him, I quote 
“That's the silliest damn thing I 
Why honor a man 
for doing what he should do?” 
Now, think that one over. Why 
honor a man for doing what he 
should do? So they were supposed 
to wear eye protection, so they 
so they saved their eyes, 


ever heard of 


had it on 
so what? 

That night I wondered how that 
fellow would like to live in a world 
where God operated on that basis. 
It seems to me there would be just 
one adjustment — there would be no 
heaven. No reward for doing what 
you should do, Just hell for the 
boys who didn’t do what they 
should do, And I wonder in how 
many of our industrial establish 
ments our mines, and factories, 
and plants, and offices—-and in our 
religious organizations, and 
schools, and homes we operate on 
that basis. 

We're awful quick to jump some- 
body when he’s not doing it right. 
We're awful slow to pat someone on 
the back simply because he is doing 
what he should do. A lot of people 
think that absence of criticism con 


e 


Ve 
oA 


\ 


\ 


J 


: 
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stitutes praise. It does NOT! Ab- 
sence of criticism does NOT con- 
stitute praise. I don’t know you 
like the job I’m doing just because 
you're not riding my tail every day. 
I only know that when you let me 
know it with a smile—a little up- 
grading, a pat on the back, a word 
of encouragement some apprecia- 
tion on your part, and then I know 
it. 

Let’s look at it another way. 
Here’s a fellow doing a job prop 


erly, At the next desk is a man 
doing the same job improperly. 
Now what does the average office 
manager do? You know-——he goes 
up and bawls the daylights out of 
the chap who is doing it wrong. 
What happens? The other man gets 
lonesome! And if you don’t believe 
that, talk to some of the psycholo- 
gists who work in the field of prob- 
lem children whom some of us have 
had and whom some of us were. 

They'll tell you that there are 
youngsters who will get attention 
if they have to burn the school- 
house down to get it! Out in the 
State of Ohio, about three years 
ago, there was a man in a plant 
and he was a troublemaker. He 
was in the union so they couldn't 
fire him. He was protected. They 
had to get rid of him. The union 
contract didn’t give them an open- 
ing, so they pulled a stunt that’s 
pulled in industry they gave him 
a build-up to get him to buy a fore 
manship— you see, that got him out 
of the union and they could fire 
him. 

It took 41% months to get the 
guy to buy the foremanship, but 
he finally fell for it. He became 
a foreman, but before they got 
around to hanging the can on him, 
they discovered that they had in 
that man one of the best potential 
management men in the plant. And 
less than 18 months later that man 
was made a general foreman. Why 
had he been a troublemaker? I 
think you know. Because he wasn’t 
getting any recognition for the 
work he was doing with the talents 


with which God had endowed him. 
His management believed that 
praise is like a military medal—it’s 
for action “above and beyond the 
call of duty,” but not just for 
somebody who is doing what he 
should do. 

Now, here's another thing that 
comes up. A fellow will say, “Now, 
wait a minute, Secord, you got to 
bawl ’em out once in a while, don't 
you?” And the answer is “Sure,” 
Many times you've got to go to a 
man and really let him have it. 
Sometimes it’s quantity 
times it’s quality 
office rules--sometimes it’s human 
decency. That’s another 
you've got to use praise once in a 
while. How else can you keep the 
books balanced? Then the question 
comes up: How are you going to 
mix them up 
criticisms? 

When I was born, in 1904, my 
dad was foreman of the largest 
sawmill ever built on the Lower 
Peninsula of Michigan. Before that 
sawmill was built, my dad had 
been bull of the woods; he'd been 
foreman in the lumber woods, the 
felling group, the skidding group; 
three springs my dad had been 


som e- 


sometimes it’s 


reason 


the praises and the 


foreman of the rivermen on the 
drive down the river—-my dad was 
a river dog. You know why my dad 
was foreman: He could lick any 
man in the group. They had pra 

tical ways of picking management 
men in those days. And if my dad 
didn’t like what a man did, he 
went up to him and knocked him 
down. It was called the direct 
approach, 

And then the psychologists came 
on the job and they said, “That's 
bad, you mustn’t do that. If you 
want to criticize a person, go up to 
him and tell him what a fine fellow 
he is, tell him you don’t know what 
you'd do around there without him, 
tell him that his methods are copied 
up and down the line by the boys 
get a big smile on his face. Then 
you can kick his teeth in without 
cutting his lips.” 

Then the psychologists came 
along with a refinement on that 
one, They said, ‘‘No, that’s bad too 
That leaves a man with a bad taste 
in his mouth. This you must not do 
You must use the sandwich method. 
Praise 'em to the skies-——then let 
‘em have it--then praise ‘em 
again,” 

I say, “Never praise before find- 
ing fault.” I'll tell you where I 
got the idea. I got it in Philadel 
phia, at a national convention of 
the National Association of Fore 
men-—now the National Manage- 
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ment Association. A foreman stood 
ip during a question-and-answe! 
period on communication _ tech- 
niques and asked, “What would you 
do about a case like this? I went 
up to a man and said to him, ‘Fred, 
you're the best turret lathe oper 
ator in this shop’ and he said, ‘I 
know that, what's wrong?’”’ Now, 
think that one over: “You are the 
best turret lathe operator.’ Let's 
put it, say, “You are the best ma 
chine operator, o1 the best typist, 
and so forth in this office,” and the 
guy says, “I know that, what's 
wrong?” 

My first question was, ‘Was the 
praise honest and sincere?” I 
thought maybe the fellow was such 
a crumb with a turret lathe that 
it smelled bad. He said it was true. 
Fred was a GENIUS with a turret 
lathe. He could take either a verti- 
cal or horizontal turret lathe, set 
up a job, and you could make 
money betting the first piece that 
came off would be right. There 
wasn't a man in the shop could 
touch him within hours, and some 
of them couldn't touch him within 
days. 

Now watch it. The praise was 
honest. The praise was sincere 
Was he enjoying it? The answer is 
no. He thought the boss was patting 
him on the back, feeling for a soft 
place for a knife. And, incidentally 
he was going to get it! The foreman 
had gone up to him that morning 
to criticize his housekeeping. 

Let’s put it this way: I work for 
you in your office. You come up to 
me one day and say, “Art, you're 
doing a nice job around here, it’s 
nice to have you aboard, we ap 
preciate the things you're doing 
This is good, that’s good, the other 
thing’s good, and if you'll do this 
you'll be a whole lot better.’’ Some 
thing has happened between you 
and me, and I believe it’s impor 
tant. What has happened is this 
You have permanently closed the 
door on ever being able to give me 
a word of praise in the future. The 
next time you say a kind word to 
me, fear will enter my heart, and 
I'll say with Fred, “I know that, 
what’s wrong?” 

But if, when you come to me 
with a criticism, you begin immedi 
ately and directly with the criti- 
cism and say, ‘Listen, Art, this has 
got to be changed,” and you explain 
this to me, give me an example 
You can drop around to my ma- 
chine or my desk an hour later, a 
week later, a month later, and say 
“Art, that last job you turned out 
is the finest I have ever seen,”’ and 
I'll look you straight in the eye 
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and saj Thank you,” because I 
will know you mean it 

My point is this: I believe every 
human being should keep the path 
open between himself and every 
person to whom he speaks- -wheth 
er that person reports to him, he 
reports to that individual, or it’s 
somebody he works right along 
side of-so that he can say a pleas 
ant word to that person, a word of 
kindness, a word of appreciation 
and have it warm the cockles of 
that man's heart. And I don't be 
lieve you can keep that path oper 
unless, wher 1come with a nega 
tive criticism, you come immedi 
ately and directly to the criticism 
as humanly and tactfully as ye 
can 

If you wi 


management, pr own to 


a good job « 
the circu 
when it is at on Square 
Garden, and wat the chap that 
runs the se i a pail of 
under one arn very time 

does an act, he get i fi 


checked thi carefully 


during the act, ¢ 

least one fish 

say, “But it 

people who wol 

seals My al 

much do you want 

long as an animal org: 
tions according to the 
muscles, nerve and gland 
we do-it will 1! 


to being throw! 


j 


Ya 
“@ 


hand out 


individual who can't 
praise intelligently is missing some 
chances in the management field 

Why do I say the intelligent use 
of praise? I say the intelligent use 
of praise because praise is one of 
the most dangerous tools in the 
management man's kit. That’s why 
some people are afraid to use it If 
I’m so good, why don't I get more 
money? is the attitude of many 
people. Praise, therefore, must be 
used intelligently 

Let me give you an example 
When I was a si pnomore in ¢ lege 
there was a football dinner. Thi 
wa the annual football bust— a 
There had 


stag affair 600 mer 


been a lot of trouble that fall with 
drinking on the football squad 
Whenever the team won a game 
they hadn't expected to, they'd 
have to pour the coach on the train 
And two or three of the players 
sympathetic 
poured on 


were fundamentally 
in nature they'd get 
with him 

Now the 


otaler. He was giving these fellows 


president Was a tece- 


i going-over on drinking. Then he 
pointed out in the audience where 


a little sophomore debater was sit 


ting, and said, “Arthur Secord, will 
you please stand up?" Now, when 


you were a sophomore in college 


and the president said “stand up,” 


you got off the back of your lap 
I stood up 

And then he said to 600 men 

re’s the type of young man I 

He doesn't drink.” For 

eemed like two hours it 

bably wasn't over a minute and 

ilf, he told 600 men what a 

nderful campus we would have 

if we could only have 

like this fine lad from Fast Jordan! 

night, for the first time in my 


more boys 


got drunk. | have been told 

hows I lack characte 
on't tell that story to illustrate 
men should not be praised 
tory illustrates that praise 
ist be handled intelligently, and 
I think you will agree with me that 
ollege president that night was 
ising praise with too much in 
) 


telligence, So much, then, for No 


uumust master the intelligent use 
go on to No, 3, I told you 
beginning there were three 
There are two reasons 
To keep this article o1 
and to give you hope, The 
third one is that I believe that for 
iny individual to have a personality 
Vhich functions effectively in the 
management of personnel he must 
believe in, or return to a belief in 
hard work; and somehow or othet 
he should learn to instill or reinstill 
the personnel a belief in hard 
orn 
Now you can say I work hard 
ju think I don't believe in hard 
I think a lot of people in 
country don't believe in hard 
ork, and I'll tell you where I got 
idea, During the 29 years I 
have been teaching, I have many 
times asked students, “Why are you 
going to college? Why are you 
eeking a university education’ 
And so many times I have had 
ay, “So I can make a living 
working 
» than that to me WORSE 


ontimued on pag 40) 








New System 


No more irate phone calls or angry 


letters demanding invoices. This 


single-writing delivery 


ticket order 


provides the key to fast processing by 


home office or one of six branches 


A controller and systems specialist codesigned the ticket 


form that speeds up invoicing by 


THREE- to five-day 
Invoicing and a 


saving in overhead expense ha 


speedup in 
substantial 
been attained by a southwest sheet 


metal and steel products firm, as a 

result of a new billing system 
Moncrief Manufacturing 

Company with 


Houston and branches in six othe 


Lenoir 
headquarters — in 
Texas cities, faced a serious delay 
In involeing customer a“ oon as 
hipments were made, largely be 
cause of the wide open spaces of 
Texa 

After a customer in El Paso o1 
merchandise, 


before 


Amarillo received hi 
it frequently was two day: 
the signed delivery ticket reached 
Moncrief Lenoir’s 
other day before the invoice could 
be produced, and two more days 
until the mailman had delivered 


home oflice, an 


Writing the delivery ticket provides an Azograph master 


and carbon copies for the sales and shipping departments 


three to five days 


the invoice to the custome! olhice 


This was a serious inconvenience 


to many customer: who based 


their own prices on supplie) in 
oice, And since the geography of 
changed, Mon 


crief Lenoir set out to revise it 


Texas couldn't be 


own paper work routine 

The goal was delivery «¢ al 
invoice within 24 hours of a ship 
ment Thi 
transfer of 


clearly indicated a 


InvOLcInNg, Operation 
from a central department 
Houston to separate department 
each branch city. There was 
other way to beat the delay in 
across Texa 

But this transfet 
tical only when the company found 


pecame pra 


a system which would create les 
overhead expense and fewer opet 


ational problems in seven location 


than had been present in one, The 
central office at Houston had bee 
billing equi; 
ment, at a monthly rental of $74¢ 
It would be mighty poor busine 
to multiply this ¢ 
even 

According to C. L 
controller, the company 
duplicating system that would be 


renting tabulating 


x per diture 


economical, fast, and trouble free 


The answer was a duplicating 
ystem worked out by Mr. Schwing 
in consultation with Ben Bradley 
ystems salesman for Wilson 
tionery and Printing Company. The 
latter company is Houston dist: 
for A. B. Dick 
Which manufacture \zograp! 
equipment and supplie 
Duplicating gives M<¢ 


hutor Compa! 


Lenoir a_ single-writing 


Customers acknowledge receipt by signing the original of 


delivery ticket, which reaches a branch office that day 
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Reduces Invoicing Time 


The office salesman writes an orde! 
n a four-part delivery ticket, the 


top copy of which is a stain-free 


master, 


The master accompanies the 


rder to the customer's office. The 


customer signs it, and the Moncriet 
driver 
yrranch office the same day. It i 
checked, priced, and extended; and 
copies of the invoice are duplicated 
in a matter of minutes. In most 


Lenoir returns it to the 


instances, the invoice is in the mail 
the same day the shipment is made 
ind on the customer's desk, ready 
for processing, at the start of busi 
ness the next morning 

And in finding a system whicl 
provided such speed, the company 
ilso gave itself and customers tw 
other advantages 

First, the new delivery ticket 
contains a back-order column, If 
some items ordered are not in 
stock, the truck driver asks the 
customer if he wants to back orde! 
the merchandise and then makes 
the necessary notation. 

When the invoice is run, the 
amount to be back ordered is clearly 
indicated on both the customer's 
copy and Moncrief Lenoir’s own 
record for its back-order file. This 
provision eliminates 30 to 50 ex 
changes of correspondence’ each 
day, concerning whether out-of 
stock merchandise should or should 
not be back ordered. 

A second advantage is that 
complete description of merchar 


Another step, pricing and extending, is done as soon as 
the signed delivery ticket returns to the branch office 
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abou 
operated 
hand, the 
rental fon equipn 
$740 a month, and needs fi 
people In if pene 
The annual 
substantial 
will not 
cost of Azog! 
slightly lower the combined 
cost of the company old delivers 
tickets and tabulated invoice 
viously used 

‘Actually we were 
adopt any new system, even thoug! 


Willing te 
it cost us more money than we had 
been paying, in order to give ou 
customers the best ervice,”” Mr 
Schwing said We studied many 


and « opying 


other duplicating 


processes over the yea) without 


finding one that satisfied us on all 
account Some were too low 
others too ce mplicated expensive 
or me 


Since ticket 1 


customers are 


extended. Invoice 


then uted 
mpany needed a 
explained, Thi 
particularly ad 
he added, because it 
the company requirement 
leanline ind alse provide 
ind ease f use 
raph employs colorle Hon 
chemicals in the mastet 
Hlowever, the master 1 
and the duplicator oper 
impleity which 1 
of the fluid) proce 
f duplicating 
What about the matter of hand 
iting versus typing or tabulating 
When we con 


handwritten system 


chine printing 
lemplated a 
ve also wondered about the legi 
ility problem Mi 
We soon found out that the boys 
the sales office took great pains 


Schwing said 


write legibly after they got one 
two phone calls from customer 
Complaints have long since di 
ippeared, and we've had many 
ompliments on the appearance of 
neat, handwritten, or hand-printed 

oices 

Moncrief Lenoir is a distributor 
of wire products, roofing materials 
ind sheet metal. Its 5,000 or more 
primarily subecon 
tractors in sheet metal. The com 
pany prepared about 600) Invoices 
a day, two-thirds of them in branch 
Dalla Fort Worth, San 


Lubbock 


flices in 
Antonio Temple, and 


Harlingen 


Copies of the invoice are produced as soon as the order 


forms exactly matct delivery forms 








What's in a Name Change 


By James M. Vicary 


Copyrighted 1956 by James M. Vicary Co 


Changing the company name isn't as easy as changing your mind or 
ordering some new stationery. It takes preparation, policy, and 


personnel to get the public to accept a new name. Even then some- 


one will occasionally ask for the company name that is no more 


HERE are all the different 

places your company name 
appears? Who are all the people 
to be notified that your company 
has changed its name? These are 
the two basic questions which 
govern the practical mechanics of 
retiring the old name and introduc- 
ing the new. 

If yours is a fair-sized national 
firm, you might be tempted to say 
at the outset that “everybody” 
knows the company and one grand 
announcement will automatically 
set the matter straight. Of course, 
there are a few legal details to be 
taken care of, and somebody has 
to order new stationery, Then there 
is the problem of redesigning the 
company's trade-mark; that should 
be done before the new stationery 
is ordered, Signs should be changed, 
of course, Oh yes, and branch 
offices and plants and foreign con 
tacts need special notification... 

The list keeps growing. If your 
experience is like that of other 
companies, you are likely to find 
over a thousand specific areas 
which require decisions on timing, 
costs, and who will be responsible 
for the details of each change. 

It is axiomatic that every di- 
Vision, department, and working 
unit in the company plays a part 
in creating the company’s identity 
in somebody else’s mind, This proc- 
ess of representing the company is 
essentially a decentralized function 
and is closely bound up with the 
company name, To accomplish a 
systematic and co-ordinated change 
of name down to the last rubber 
stamp requires careful planning 
and organization. 

The trend in 
today is toward the establishment 
of a temporary Naming Committee 
made up of the top executives of 
the company. It is common to have 
the secretary, treasurer, legal coun 


large companies 
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sel, and public relations or advertis- 
ing director in the committee, along 
with others who have demonstrated 
a special interest in the problem. 
Whatever the circumstances that 
have made the name change neces- 
sary——merger, outmoding of the old 
name through product changes, and 
so forth—the Naming Committee 
has all or some of the following 
tasks: 

1. Build a list of candidates from 
which the new name _ will be 
selected, 

2. Test the suggested names in 
some objective way. 

3. Recommend one of the candi- 
dates, giving the reasons for the 
selection. 

1. Recommend on the timetable 
and mechanics of changing the 
name 


5. Estimate the costs of chang- 


ing the name. 

When the major decisions have 
been made and the new name of- 
ficially approved by the directors 
and stockholders, the committee 
hands the problem of implementing 
the changes to a responsible mem- 
ber of the team. In some instances, 
a specialist from outside the com- 
pany is hired to work full time 
planning procedure and co-ordinat- 
ing the over-all operation 

In smaller companies, the func- 
tions of the Naming Committee will 
probably be assumed by one man, 
who will also supervise the me- 
chanics of the change. As problems 
arise, he may call on outside legal 
help and seek the assistance of the 
company’s advertising or publi 
relations agency 

In any case, it is necessary to 
establish one central source of in- 
formation and authority for a 
corporate name change. The new 
name having been selected, an of- 
ficial set of instructions must be 


written covering the proper usages, 
pronunciation, abbreviations, and 
contractions which are to be fos- 
tered. Since there may be a long 
history of unique usages with the 
old name, it must be definitely 
decided in what ways the company 
wants to break with the past. 

Wherever the new name may 
create new difficulties, an official 
version of the manner in which 
these situations are to be handled 
needs to be provided in advance. 
Inevitably, the longer name devel- 
oped from a merger will be short- 
ened in conversation. A wise name 
choice of the best contraction must 
be made in advance to avoid having 
differing schools of thought arising 
from different sections of the firm. 

Once the new name and the 
conditions of its use are decided 
upon, the members of the Naming 
Committee and other company of- 
ficials should adhere strictly to the 
approved usages, both to test the 
adequacy of the instructions which 
they will ultimately ask others to 
follow and, since word about a new 
name spreads rapidly in a company, 
to get the correct ideas dissemi- 
nated at the very outset, 

The first memorandum given 
general distribution within the com 
pany will probably announce the 
target date for the official name 
change, give the reason for the 
change, designate which depart 
ments or supervisors will be re 
sponsible for each part of the oper- 
ation, and will include the official 
set of instructions on usage. At this 
stage, the timetable and mechanics 
of the change should be kept tenta- 
tive and the lists of necessary 
changes left “open-ended.” 

It isn’t likely that any one person 
or small group will be able to draw 
up in advance an exhaustive list 
of all the changes that must be 


(Continued on page 24) 
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OUTLINE OF AREAS OF NAME CHANGES 


Documents and Instruments 


Corporate 
Articles of Incorporation 
Corporate seals 
Stock certificates (own)* 
Bond 


Other 


ndentures (own)* 


Contracts* 
Sales 
Purchase 
Service 
Utility 
Deeds* 
Leases* 
Mortgages* 
Powers of attorney 
Agency agreements* 
Certificates of title (personal property, not reo! estote 


Securities in company portfolio (registration)* 


Office and Production ‘Supplies and Equipment 


Bills of lading 
Business cards” 
Checks, drafts* 
Decals* 

Imprinted containers wroppers 

Cartons’ 

Crates and boxes" 

Jackets* 

Wrapping poper, foi 
Interoffice stationery” 
Invoices 
Labels* 

Books of account 
Letterheads and envelopes’ 


Metal dies for marking tools, machinery 
Plates* 
Postage meter slugs 
Check-endorsing sluas 
Multilith 
Rubber stamps* 
Tags* 
Machinery and tools previously engraved or 


Stencils* 


Permits and Licenses 


Vending’ 

Hazardous materials, alcoho! 

Firearms* 

Vehicle registration* 

Building or equipment inspex 
Elevator 


Boiler 


Employees 


Club name 

Club membership cards* 
Identity cards, badges, passes* 
Instruction manuals, handbooks, films" 
Service certificates, awards’ 
Uniforms, athletic clothing* 
Employee benefit plan forms 


Employee recruiting literature 


“Categories which, according to past experience 
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Advertising and Promotion 


2'gns and embiems 

Window lettering’ 

Street and roadside’ 

On plants, office building 
Lobby and showroom displays’ 

ft ventorie calenda forth* 
biications” 

Pamphlets 

Manuals 

Magazines, | 

Catalogs 
Motion picture films 
Trade-marks and copyrights" 
Coupons, certificates of merit 
Credit ord 


Internal Notification’ 


Branch offices plants, storage facilities, subsidiaries from the chief 
executive or supervisor of each, « the woy through to the girls or 


the switchboards 


External Notification 


,overnmenta 
Foreign 
Federa 


State 


ment 


organizatio 


pme s* 
Iw materia 
sportatior 


road 


atior 
city and ga 


orgonizatior 


ve 


deposito ‘ sider lockholder and so «ftorth 


of directories ct compony name appears city 


tria advert r o forth’ 


sociations, chamber ommerce, civ groups’ 


and professiona 0 n which employee membership 


paid for by company or 


compony name 


seneral pub 











50 Years of the 
Unexpected in Your Mail 


If it fits in an envelope, this pioneer in gadget letters is probably 


considering sending you one along with a sprightly message. Longer 


than anyone else, he thinks, he's been putting out a series of direct- 


mail letters for one client. No other salesmen are used by the com- 


pany, so the letters must be effective. They've got whole offices 


wondering what That Bott Fellow will send next 


HY do you read some of the 

mail that comes across your 
desk and throw away stacks of 
the rest? 

(‘hances are, it has something to 
attract your attention. And if you 
are on the mailing list of the 
fulton-Wassell Paper Company, 
Leo P, Bott, Jr., sees that it has 

Kor the past 30 years the ree 
ord, he thinks this pioneer in 
vadget letters has been stuffing 
them with bees, butterflies, wasps, 
wooden nickels, noodles, protrac- 
tors, playing cards, picture frames 
forget-me-nots, foreign coins, vio 
lins, vitamins, and bobby pins to 
name but a few. 

“Just something to be different” 
is the way Mr. Bott explains the 
unusual enclosures. Individually 
typed, the letters containing them 
are sent each month to about 50 
paper wholesalers serviced by the 
Little Rock, Ark., agency 
which specializes in paper products, 
a client of the Leo P. Bott, Jr 
Advertising Agency. (They used to 
be sent to about 100 clients, but the 
number of paper wholesalers is 
only half what it used to be.) 

The paper company doesn’t have 
any salesmen out in the field, Mr 
Sott points out, explaining that 
“The letters are the only salesmen.’ 
evidently, they are effective, be 
cause the president of Fulton 
Wassell, Arthur Fulton, Jr., has 
told him, “As long as both of us 
are alive, I suppose we'll be getting 


sales 


out those letters!” 

Knowing he had to talk about 
the same subject each month in a 
veneral way, without mentioning 
specific items or prices, Mr. Bott 
had to do something to command 
attention and maintain § interest 
Therefore, he originated his series 
of gadget letters 
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But no matter what the ap 
proach, the letters have a seriou 
tie-in. Through clever writing, he 
gets from the month’s gimmick to 
the month’s message, while still 
keeping the reader’s interest. The 
letters always (except during the 
wartime shortages) get around to 
asking, “Do you need any paper 
today?” Even more simply, they 
“push paper.” 

Along with the sales pitch, how 
ever, the letters contain a bit of 
information. “I’ve always collected 
interesting facts,””’ Mr. Bott con 
fides. “Some people can emphasize 
a point with a good joke,”” he says 
“I'd rather use a fact.” 

Two bits of information Mr. Bott 
has passed along were about a 
Frenchman (Tannequy de Wogan) 
who built a paper boat and _ pro- 
pelled it with a paper paddle for 
2,500 miles, and about a 35 per cent 





A circular letter, used as a change 
of-pace, is pointed out by Mr. Bott 


decline in movie star fan mail 
during the depression 

Because the letters usually have a 
current events tie-in, they form a 
kind of business history of the last 
three decades. Floods, fires, fairs 
wars, depressions, and elections are 
some of the topics that have been 
commented upon by the affable 
letter writer. 

About the depression, Mr. Bott 
wrote, “The saddest story ever told 
was on paper. It was in 1929 
when...the ticker tape told the 
tale of ‘Whoa, America. You've 
speculated too far.’”’ After the 
dropping of the atomic bomb he 
said, “Things have been happening 
fast since Japan got atomic-ache.” 

The first of the gadget letters, 
complete with a 
mailed in December 1927. In part, 
it read: 

“Have this smoke on us! 
a Cigarette to smoke as you read. 
Get the enjoyment out of a good 
smoke, (It’s not sent as compensa- 
tion, for this message is indeed 
remunerative in itself.) If you don't 
smoke, give it to the boss; if you 


cigarette, Was 


Here's 


are the boss, give it to the office 
boy 

“What has the cigarette to do 
with paper? Well, have you ever 
had the makin’s and couldn't find 
a paper? This letter concerns Pape 

however, that of a different 
kind.” 

A stick of gum came the next 
month, and a postage 
the third of the monthly surprises 

Other enclosures have been film 
strips, 3-D movie 
moustaches, sheet 
chevrons, and 


stamp was 


comic 
black 
music, sergeant’s 
skeletons. “I’ve gone through the 
10-cent stores and cleaned them 
out of stuff,’’ Mr. Bott recalls. 
But all of the enclosures have to 


clips, 


glasses, 
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be light, inexpensive, and able 
go through the mail, he interjects. 

One month, after his agency got 
a new dictionary, Mr. Bott sent out 


pages of the old one with his letters 


“T hated to just throw it away,” he 


says. The headline to the letter was 
of course, “‘May We Have a Word 
or Two With You?” 

When 


closure 


there isn’t an actual en 
there is something else t 
change the pace. One was called a 
form letter, and it was cut in the 
shape of a dressmaker's form. An 
other, a circular letter, was round 
Other letters have been cut in the 
shape of a beer glass, a leaf, a bee 
hive, a keyhole hot 
bottle. 

None of the letters have a saluta 
tion complimentary close. A 
and signature the 
beginning and the end. Lately, an 
identification line linking the Ful 
ton-Wassell Company name to the 
month's gimmick 
below the signature 


and a wate! 


ol 


headline are 


has been used 
When the en 
closure was a plastic bottle of ink 
the line read, “Incubators of Busi 
” With a miniature light bulb 
it said, “Your Paper Power House 
For a letter with a printing lead 
the line was ‘“‘Who Has Never 
a Single Customer Away.” 
More than few of Mr. Bott 
letters have become classics, One in 
particular, the “Wasp Letter,”’ ha 
been included in a university text 
book on business letter writing. Just 
below but wasp 


ness. 


Lead 


a 


a real, dead it 
began: 
“WANTED: 
000,000,000,000 
ployed, to get back to work, produc 
ing paper. Apply WPB, Washing 


= eo 


1,000,000,000, 000 


Wasps, now unem 


ton 


churct 


offic e 


had 


illustrated 


How he dilapidated 


rebuilt 


a 


is in his 
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Why was a reading program un 
dertaken by your company? 


What level of personnel received 
this training? 


How long was the period of train 
ing for these people? 


What average increase in speed 
was obtained? 


What average improvement was 
obtained in comprehension? 


What value did the program have 
to your company? Did it pay 
for itself in increased effici 
ency? 


American 


grams was still experimental.) 





SUMMARY OF REPLIES 


From Companies With Reading Programs 


Some of the companies reporting were 

Airlines, New York 
Bastian-Blessing, Chicago 
Borg-Warner, Chicago 

Pure Oil Company, Chicago 


(Others requested that they not be identified as their use of reading pro 


£ 


5 companies—As an experiment 
to see its possible value 


4 companies—To improve speed 
and comprehension on the job 


(In order of frequency.) Officers, 
executives, supervisors, man 
agers, research chemists, ana 
lysts, office workers. 


Averages 20 hours of instruction 
spread over from 20 days to 
six months 


4 companies reported some in 
crease but gave no figures, 
others reported 100 per cent 
average increase 


5 companies reported some im 
provement 

| company reported 20 per cent 

| company reported 2 per cent 

Others reported a slight increase 


Most felt it was of value but had 
no figures as yet 

1 company said it was of little 
value 








T is very unusual to find a busi 
nessman these days who has not 


reports describing 
programs. Many 


read several 
“speed reading” 
accounts of fantastic gains in read 
ing speed have appeared in maga 
zines and even on television. News 
papers and trade journals have 
publicized reading clinics and have 
featured photographs of “reading 
machines” and other gadgets 
Rather impressive gains in reading 
ability are demonstrated, but too 
often the total results of such 
programs are not clear, On the 
whole, a great deal of confusion 
and misunderstanding exists of the 
aims and results of such programs 

This confusion is apparent to 
people who are experimenting with 
this fleld of reading improvement 
for adults. In addition to my pri- 


18 


mary concern of how best to teach 
reading to children, I have also 
experimented — for 
with methods of increasing the 
reading ability of adults. This ex 
perimentation started with a pro 


several years 


gram of reading improvement at 
Northwestern University, where 
students made remarkable gains in 
their reading ability —almost 
doubling their reading speed on 
the average with gains in their 
comprehension.* This was _ also 
demonstrated to be possible with 
adults in evening classes, where 
valuable gains in skill were ob- 
tained in just a few weeks of read- 
ing instruction. 


Can Speed 


By Theodore J. Stolarz 


Businessmen are also interested 
in these reading programs because 
so much of the work of the busi- 
ness executive involves the use of 
communication skills. In fact, he 
is either reading, writing, or 
speaking the entire day. And of 
course any increase in his ability 
to read rapidly and accurately 
would be reflected in greater ef- 
ficiency in his work 

It was not long before my tele- 
phone rang and I heard a voice in- 
quire, “Is this the place where I 
can learn to read 2,500 words a 
minute like the fellow did on tele- 
vision last night? If so, when can 
I start and how long will it take?” 
Well, to be truthful, I didn’t know 
what to say because I never could 
produce results so startling. And I 
think it is about time some of the 
misunderstandings about reading 
programs are cleared up before 
people disappointed — in 
them and turn from programs that 
actually can do a great deal of 
good without routinely producing 
the startling results people seem 
to think they accomplish 


become 


How Good Are Reading 
Programs in Business? 


Too often reports of reading pro 
grams will stress the gains made 
by a few individuals who achieved 
remarkably high 
When average gains are reported 
they still do not demonstrate the 
value that such a program might 
have to a company or a business 
man, These reports are, of course 
factually accurate; but one won- 
ders, “What do companies with 
reading improvement programs 
have to say about them?” In short, 
what is the businessman's view of 
such programs? What values does 
he see in them and what use is be- 
ing made of them? 

To get some insight into the 
status of reading programs in busi- 
ness, I compiled a list of com- 
panies that have had experience 
with reading programs. These com- 
panies were selected through pub- 
lished reports of their programs 
and through the aid of some people 
in the reading improvement field 


reading rates 
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Reading Programs Help? 


Everyone won't quadruple his reading skill during a reading pro 
gram. But the gains made by the average person point to a real 
timesaver. Maybe more companies should make it their business 


to look into this hullabaloo and read up on how to speed-read 


I met with Steven Warren, na 2. The prog ns W ing hension gains of from two to 20 
tional director of The Foundatior argely for high-le 1 per cent were reported 

for Better Reading in Chicago, and 
with Edward Ross, Chicago area 
representative of The Keystone 
View Company of Meadville, Pa 
a leading manufacturer of educa 
tional aids. Both of these men sug 
gested companies that had ex 
perience with reading program 
Since there had not been any na 
tional survey of reading programs 


rams were, on the 
be evaluated in 
onetary value te 
wi not pos ible 
whether or not 
ring ability had 
either “i iviny in 
expense or preatet et 
for the company. Thi 


tandable because thi tyym 


in business, a representative 
on is quite difficult 
sample could not be obtained 


Letters were sent to 20 large eem to he a conserva 
corporations located throughout 
the country, requesting informa 
tion about their experience with 


reading programs and asking for 


ure of what car ly or 
rom reading program but 
ir that the pains made are 


ibstantial, If a person can 


answers to the following specifi : a aia am " ‘a day amen anid ; 


nuch mate 
questions 
we 
1. Why was a reading program 


undertaken by your company? 
It's not the claims made about the exceptional reader that are significant 
2. What level of personnel re 


i the t 9 but the gains by the average reader are the ones to be considered important 
celvert le training 


3. How long was the training 
period for these people’ 


1 What average increase in 
speed was obtained”? 


5. What average improvement 
was obtained in comprehension” 


6. What value did the program 
have to your company”? Did it pay 
for itself in increased efficiency? 


Twelve companies replied to thi 
request for information in suffi 
cient detail so that their program 
could be reported. However, only 
nine companies had _ sufficient ex 
perience with the results of thei: 
programs to answer the six que 
tions that were asked of them 
fully. These answers are sum 
marized in the accompanying 
chart. On the basis of the informa 
tion obtained the following con 


clusions seem reasonable 


1. The use of reading program 
by businessmen at the present time 
is largely experimental, and they 
are undergoing a “period of trial 
in most companies reported here 
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Executives, executives 


Companies want 


to know: 


Should they raise 


their own? 


Steal their neighbors’? 


Advertise? 


If there's a magic 


solution, 


we haven't found it, but 


putting the right man 


in the right job 


does help cure 


those executive blues 


By 
John C. Harkness 


A partner in the A T. Kearney & Company 


Chicago 


Planting and Growing 


ROBABLY there is no greater 
p dearth in our national economy 
than that which exists for top-ex- 
ecutive talent. Robert N. McMurry 
industrial psychologist, states that 
only one or two persons out of 
10,000 possess the necessary char 
acteristic personality qualifications 
drives, and motivations that are 
required for top-executive responsi- 
bility. If this be true, it is no 
wonder that such an extreme short 
ave exists or that the going rate for 
so high 
problem of 


able top executives is 
Granting that this 


carcity does exist, how can it be 


olved how does it affect the com 
pensation of other executives’ 
Should a company attempt to grow 
hould it try 


to vet them from outside source 


its own execullves, oF 


To resolve these problems, a 


good hard look should first be given 


to the type of work the respective 


executives are expected to perform 


Are we looking for men who are 


to do middle-management work, 
divisional manager work, or chief 
work? If it is top-level 
work, then we probably want a man 
who has the traits of an entrepre- 
neur combined with 


skilled manayer. We want a man 


executive 


those of a 


who is willing to make vital de 
cisions and take the risks that 
accompany those 
want a man who has an understand- 
ing of others and who can think 
in terms of them -people-minded, 
not thing-minded, We want a man 
who has the capacity to face lone- 
liness in his risktaking judgment, 
for as Clarence Randall says, ‘The 
presidency is a lonely job.” 
These characteristics are not re 
quired to the same degree in the 
second-line and  middle-manage- 
ment groups. In fact, in some com- 
panies risktaking may be limited 
nonexistent. Instead of 
having to make vital 
these men may serve their company 
adhering to the 
have 


or even 
decisions, 


best by closely 
policies and directives that 
been issued for their guidance, o1 
to the Government rules and regu- 
lations that apply to their industry. 
In these cases, we need men who 
are loyal and industrious and have 
the necessary know-how not men 
who excel in making risktaking 
decisions 

While a chief executive is re- 
quired to determine policy, those 
under him are usually required only 


to interpret it. Division managers 


decisions. We 


operate under broad company poli 
cies and are responsible for all 
sales, engineering, and productior 
Although charged with some im- 
portant decisionmaking, even they 
make few final decisions in many 
areas, particularly on financial 
matters. 

Whereas division managers are 
somewhat removed from final de 
cisionmaking, the average staff 
man is even more removed, These 
conditions existing, how then can 
such men be adequately trained fo 

positions? Even. if 
practical, how many 


top-executive 
training is 
such men can a company afford to 
have in training? 
Not only are top executives 
usually charged with responsibili 
ties peculiar to their positions, but 
they have special traits that set 
them apart from other executives 
They must not only be willing to 
take risks, but they must also have 
the ability to lead others in the 
risktaking activities. Many men say 
they wish to have the authority to 
make final decisions, but in a show 
down they seek confirmation of 
their thinking, Other men have an 
undeniable urge to be in command 
they must run their own show, 
regardless of how small it may be 
They have confidence in their think- 
ing, even though they may seek 
advice in organizing their thinking 
Given a strong president with these 
characteristics, how can you keep 
an equally strong understudy in the 
company ready to fill his place 
when eventually needed? 

We have frequently heard the 
statement that the three primary 
heads of any enterprise-—sales, pro- 
duction, and finance should all be 
able to step into the president’s 
shoes if need be. Is this true? Can 
a company keep three such able 
men happy? Can it afford money- 
wise to do so? 

Would it be better for the ave 
age company to emphasize having 
a team of capable second-line ex- 
ecutives who are attuned to their 
special duties and responsibilities 
and then look to outside sources 
for its top executive when one is 
needed? We all know of tragedies 
that have occurred when a very 
capable second-line executive has 
been advanced to the presidency 
just because he has been diligent 
and a loyal worker, and “he de- 
served it.” 

It is possible that I have over- 
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Executives 


emphasized the entrepreneurial re 
quirements. Possibly more 
should be placed on management 
skills. This may well be true; but 
if we have a man with only man 
agement skills at his command, will 
a company grow and expand with 
changing economic environment, o1 
will it tend to become static and 
stagnate? 


stress 


Granted that the entrepreneurial 
and skilled management 
true leadership are rare, and fe 
ment restlessness and unhappiness 
satisfied; and that when 
these traits reach a certain degree 
of maturity, something must hap 
pen. Maybe it would be best for us 
to let our “crown prince” go if he 
is not immediately needed and to 
look for his replacement from out- 
side sources. I don’t wish to imply 
that outside replacement should be 
a company’s strict policy, for an 
able president who has come up 
through the ranks is a most valu 
Possibly more accept- 
ance to the idea of outside procure 
ment might be advisable. 

Should a similar policy of pos 
sible outside procurement apply in 
the same degree to the second-line 
or middle-management groups? I 
am inclined to think that it should 
not, but you may disagree with 
me. In these groups, an attitude of 
teamwork and rallying around a 
leader seems to predominate. This 
attitude is a willingness to receive 
instructions, a loyalty to company 
objectives and basic policies, and a 
desire to improve the skills needed 
for the work undertaken 


traits of 


unless 


able asset. 


As a man grows in his skill 
both technical and managerial; as 
his judgment improves in interpret- 
ing and acting upon company poli 
cies; as he demonstrates his loyalty 
integrity, and diligence; he moves 
up the executive ladder. Maybe not 
to the top, but to a place of honor 
able contribution to the company’s 
welfare. 

For many, such a rise is a matter 
of time and application; for othe: 
it is the demonstration of real 
ability. The needed skills can be 
learned, the needed attitudes can 
be developed. Comprehensive de 
velopment programs must be had 
for the filling of 
Carefully 
incentive programs are needed to 


these position 


considered salary and 
recognition 
further 


achievement and advancement 


encouragement 


give 


and to act as spurs for 


January 1957 


a 


rr 


TT, 


jar 


sell « 
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on executive compensation which was 


Consideration should be given t 


a formal advancement program 


based on job demand Qne com 
pany came to the conclusion that 
its branch manage! 
college graduates and that sale 
work the best 
for them. So it instigated a pro 
only 


soon faced the prob 


provided training 


gram of hiring engineering 
yraduate It 
lem of keeping these 
There 
to go 
could not afford to pay 
ing for 


higher rate 


men happy 


were not enough opening 


around, and the company) 
those wait 
management assignment a 
than remaining 
salesmen 

Resignatior grew in number 
The company was forced to temper 
its policy and hire more men wh 
would be satisfied to stay at the 
salesmen level. Thi condition 
may also be found with the middle 
management group; places must be 
reserved for the men who do thei 
jobs well, but who do not have t} 
capacity for ful ther advancement 
Their 
table, it 1 pr ide 


their contribution 


compensation must be equi 
prope! re 
ognition fo 


the compan) welfare, and it mu 


encourage them to give their fine 
effort 
To I these 
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tion structure from bottom to top 

lat us assume that, even with 
a yood program of advancement 
we still are in need of middle-man 
agement, top-management ol 
talent. Where can 
we look for it, and how can we 
induce it to come with our firm? 

Middle-management men usually 


chief-executive 


can be found through the estab 
lished 
normal procedure is 


procurement sources, The 
to advertise in 
widely read newspapers, trade 
papers, and check with employment 
agencies, Some well-managed com 
panies maintain files in which, from 
time to time, they place the names 
of likely candidates 


may have been under observation 


some of them 


for months or years, Other compa 
yearly recruitment 
the colleges for 


nies conduct 
among seeding 
purposes 

The advertisments usually follow 
about the same pattern. “Company 
well established" — to indicate secu 
rity, “Product of high quality” to 
indicate dependability. ‘Located in 
attractive community” to assure 
cultural benefits. “Responsibilities 
and rapid advancement” to satis 
fy ambitious “Salary 
open” to provide the necessary 
excuse for moving. “Profit sharing, 
health insurance,’ and other fringe 
benefits for the icing on the cake 

All of these elements are part 
of the compensation being offered 
in return for a man’s leaving his 
present environment and for the 
work he is expected to do. It is 
always when 
reading these ads, how little em 


tendencies 


interesting to me 


phasis is given to salary and how 
much is given to the aesthetic 
cultural, security, 
and opportunistic aspects 

Filling second-line executive 


environmental, 


becomes a little more 
difficult, and less reliance can be 
placed on the pull of advertise- 
ments. In fact, this avenue becomes 
almost closed as the position ad- 


positions 


vances in importance. A_ practice 
followed by many executive em 
ployment agencies is to call likely 
prospects and ask them if they 
know of a man with such-and-such 
qualifications who might be inter- 
ested in the position. The man him- 
self might be susceptible to ap- 
he really might have 
someone in mind. 

The compensation bait held out 


proach, or 


to second-line executives is about 
the same as for the middle-manage- 
ment group, with the possible addi 
tion of a bid for entrepreneurial 
talent. This may take the form of 
“the candidate must want to run 
“the candidate must 
how proven experience as the chief 
executive of a small company 
However, I believe it important 
that, before seeking such a person 


a business,” or 


we have a position requiring those 
qualities actually in mind, If we 
those qualities, then we 
hould pay for them, because the 
stock is limited. If we buy them 
and keep them on the shelf too 
long, they will either be taken else- 
where or they will become shelf 


obtain 


worn and lose their sparkle 

When hiring a chief executive 
frequently no 
Every legitimate and _ illegitimate 
means is used. One company may 
raid another company through the 
use of “undercover men,” although 
most try not to be accused of bare 
faced pirating. Some employment 
agencies have gained unsavory rep- 
utations by placing men with one 
company and then later offering 


holds are barred. 


them to another 

I presume you know that, from 
time to time, practically all man- 
agement consulting firms are called 
upon to assist In securing executive 
talent. I believe 
firms follow the same policy that 
we follow. We never discuss avail- 
able positions with the employees 
of any of our clients; nor will we 
discuss the possibility of an em 


most reputable 


ployee leaving a client, unless he 
can give us definite assurance that 
he has discussed it with his people 

In this scramble to get chief 
executive talent, we have all heard 
of companies buying other compa- 
nies, merely for their executive man 
One of the basic rules of 
expansion 1s to 


power! 
diversification or 
make no move or acquisition unless 
the necessary 
tive talent is available, or is a part 
of the acquisition. With only one 


competitive execu- 


or two persons in 10,000 having 
suitable executive talent, it might 
be wise to first secure it and then 
fit a company around it. 

These considerations are all part 
of the executive compensation prob- 
lem. Inducements cannot be prop- 
erly chosen until the commodity 
being sought has been determined 

middle-management, second-line, 
or chief-executive talent. 
bidding in a sparse market will 
bring in inadequate talents. Over- 
stocking of talents not actually 
needed or shortly to be needed 
causes spoilage and is expensive 

Lack of planning in the advance- 
ment sequence and its accompany 
ing compensation pattern will cause 
gluts in some areas and scarcities 
in others. Advancement programs 
and compensation patterns go hand 
in hand; one cannot be fully effec 
tive without the other. The feeding 
and care of middle-management 
second-line, and chief-executive 
talent is a fascinating study. So is 
the problem of maintaining ade 
quate, ripe, and fresh stocks 

I still think the question concern- 
ing chief-executive talent is the 
most challenging. Should we grow 
it or should we buy it? 


Under 


One-Eighth of Nation's 


Engineers in Unions 


Engineering unions now claim as 
members nearly 60,000 of the 
Nation’s 500,000 engineers. While 
these figures show that engineers 
are far from constituting a union- 
ized segment of the economy, they 
do indicate possible dissatisfaction 
among this group 

To determine why unionism has 
occurred among.a group considered 
by many as “unorganizable,” the 
National! Industrial Conference 
Board questioned executives of 
companies whose engineers were 
unionized, officials of engineering 
societies, and engineers themselves. 
Findings showed that many engi 
neers are not completely happy 
with their financial position, their 
status as professionals, and thei: 
treatment as “individuals.”’ 

One of the chief financial com- 
plaints of engineers is that the 
earnings differential between sala 
ried engineers and wage earners 
has become too narrow in many 
companies. Second major financial 
complaint is that existing salaries 
for engineers have not kept pace 
with increases in the hiring salaries 
of engineers 


AMERICAN BUSINESS 





GF metal business furniture is a GOOD investment 





costs less to buy 
...less to operate 


than any first-grade rigid front file 


THE CONVENTIONAL WAY 
At least 4" of the 2614" clear inside depth In Super-Filer you get, not just a »- drawer Super Filers contain as 
must be left unoccupied to allow worl filing cabinet, but a better, faster 


much payload as three 4 drawer 
space reducing filing capacity to 22 


pace-saving method of handling rigid front files et stand only 


business record 1%” higher That why we say 


R f it | f P Super-Filer can pay for itself in 
ecause Of 1 exclusive Wink ron 
; mace saving alone 
drawer and V-angle spread, Super | 6 ; 
Filer give you more payload per Sounds incredible, doesnt it? 
le vested th any st-grad ' 
dollar invested in any first-grade Make us prove it! Our representa 
igid mt fil ts operating 
righ ire n file cu I wean tive will bn happy to how You why 
time in half 
; ‘ puper-Filer is first choice of Ameri 
But that’s just part of the sto: busines Delephone your 
Super-Files iluable floor nearest GF dealer or branch office 
pace, too. Each aw contain or write for deseriptive folder, The 


18 per cent more usable filing space General Fireproofing Company 
THE SUPER-FILER WAY ae 


onvention file And two Depot A 62. Youngstown 1, Ohi 
Entire 26 M4 inside de pth is usable 


because automatic swing front drawer 


provides necessary working space rC | 


MODE-MAKER DESKS *® GOODFORM ALUMINUM CHAIR GENERAL 
ee, 
GF ADJUSTABLE STEEI 


SHELVING 


Foremost in Metal Business Furniture 
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What's in a Name Change? 


(Continued from page 1h 


made, Nor for that matter can 
usage difficulty be 
pated. For these 
widest distribution of this first and 
other 
couraged, A challenge should be 
issued to add to the tentative list 
of changes even the most remote 


every antici 


reasons, the 


early memos is to be en 


and rare places where the company 
name appears and inevitably 
months later a handful of over 
looked items will turn up 

A certain number of arbitrary 
decisions may be made to continue 
on with old markings because new 
and expensive signs had been put 
on order only recently, or the des 
ignation is of little importance to 
the public, Usually, letterheads and 
important printed forms can be 
overprinted with the new name or 
simply exhausted if the supply is 
low, Overprinting has the advan 
taye of calling everyone's attention 
to the name change 

The company’s major and minor 
mailing lists can be 
determine what categories of people 
and institutions 
notification of the 


examined to 
must be given 
special name 


change, Since all the necessary 


notifications cannot be accom 
plished on the very day the com 
pany legally changes to the new 
name, some kind of schedule i: 
necessary 

Certain notices can be sent out in 
advance, especially where the re 
cipients are either in the company 
or very close to the company as 
in the case of vendors or agents 
Other items, such as public an 
nouncements and ads, 
placed for the official day and 
perhaps repeated for several days 
after the change. Still others will 
have to wait their turn based on 
their importance, or may have to 
wait because of the physical work 


must be 


involved 

Shortly after the issuance of the 
first memorandum, there should be 
drawn up and disseminated a de 
tailed, though flexible, plan = con 
sisting of a timetable for the entire 
operation and a set of specific in 
structions concerning just who in 
the company will be responsible for 
seeing that each change is satis 
factorily executed, 

It must be made clear in the plan 
that in many cases rather arbitrary 
decisions will have to be made be 
cause of the novelty of the problems 
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involved, and that suggestions for 
improvements in the plan should be 
promptly transmitted to the author 
of the memo, An early date should 
be specified for the publishing of 
the final plan and freezing of the 
timetable. Suggestions after that 
date may not be easily worked into 
the final plan. 

Considerable leg work and con- 
sultation will be necessary to 
fashion a_well-coordinated time- 
table. It is a wise committee that 
starts someone to work immedi- 
ately on collecting all the possible 
categories and on probable timing 
for a tentative plan 
amounts of money are involved in 
inventories of stationery and signs 
alone, and large expenditures for 
purposes of replenishing supplies 


Considerable 


may be headed off by an advance 
man on the team 

It is not too early with the first 
meetings of the committee to as 
sign someone to list all the places 
the company name now 
As the number and kinds of areas 
become evident, it will help the 
committee in its thinking as to the 


appeal! Ss 


scope of the project they have in 
hand, and the objectives they 
should set themselves in creating 
a new name 


No single list of categories can be 


provided in this article to cover 
all the different 
particular company. You will have 
to tailor your list to your needs 
Items in the accompanying box 
have been gleaned from the lists 
several companies have devised for 
their own use in the past. An at- 


areas for your 


tempt has been made to indicate 
the major areas any average com- 
pany must Under the 
maior headings are examples which 
both tend to more fully define the 
area and to suggest those somewhat 


examine 


more unique and remote possibili 
ties which you may overlook if you 
are not cautioned 

In scanning the list, the reader 
may have been struck by the mix 
ture of people and places and cate 
gories, While it is true we are ulti 
mately interested in getting the 
name change established in people's 
minds, frequently the mechanics of 
doing so focuses on the physical 
location where the name appears 
Since this is the nature of the 
with which we must 
it is important to recognize 


materials 
work 


that mixing people and places re- 
sults in leaving somebody out of the 
plan, or overlooking some impor 
tant places. 

It is a curious fact that few if 
any companies test the success of 
their corporate name change in 
surveys a year or so after the ac 
complished fact. Maybe it is ex 
haustion, or maybe it is felt that 
nothing much can be done to im 
prove matters if the change was 
not successful. On the other hand 
if surveys were used to select or 
develop the new name, a splendid 
opportunity is provided to deter 
mine how the company’s image in 
the public mind has changed, and 
what classes of people seem to be 
beyond the effects of its current 
public 
campaigns, 


relations and advertising 
The author wishes to «¢ rpress his 
gratitude to the 


panies for comment and memoran- 


following com 


dums dealing with their respective 
name changes: Armco Steel Corpo- 
ration; Colqate-Palmolive Com 
pany; Nationwide Insurance Com 
pany; Socony Mobil Oil Company 
Electric Products, 


Inc.; and Underwood Corporation, 


Inc.; Sylvania 


Free Salk Injections 
Offered by MONY 


Free Salk vaccine injections are 
being offered by Mutual of New 


1,000) of its 
under 45 


York to all (about 
home office employees 
years of age. 

Dr. Richard L. Willis, chief medi- 
cal director, said the company’s 
medical clinic is beginning to proc- 
ess applications from employees for 
the full series of three inoculations. 
The injections are being scheduled 
so that the home office staff may 
obtain the complete series before 
the 1957 summer months 

“As a physician,” Dr. Willis told 
employees in a letter, “I strongly 
urge that those employees under 
age 45 come to the medical clini 
for this preventive measure, Au- 
thorities on the subject feel that the 
Salk vaccine, given the way de- 
scribed, will establish an immunity 
which may be permanent to this 


dread disease.” 
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His wife knows why he gets home on time now 


ordinary desks. And imagine 


this! There’s even drawer space 


New Work-Organized Desk (a beauty, too) is 
for your telephone and waste 


really amazing help in getting day's work done Reall : 
paper Canly INn~enlous 

7 With the desk top clear and 

everything efficiently organized 


ind in the drawers you just can’t help but do more 


Leave it to a woman to quickly note 
\n office equipped with Work-Organized 


Sut it’s the easier 
Desks is a far more efficient operation 

The 292-page Shaw-Walker “Office Crude 
ind prices 86 models of 
» O00) 


appreciate work-saving efficiency. 
man behind the new Shaw-Walker Work 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card _ files 
binders and other items that clutter the top of 


pictures describes 
stvled Work-Organized Desks and 
Ask our local branch store or 


10 Michigan 


color 

other items 
* 

dealer or write Mu Kepyon 


>» Equipment 





yscraper 
Largest Exclusive Makers of Office 
- 
Muskegon 10, Mich. Representatives Everywhere 
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Can Speed Reading 
Programs Help? 


Continued from page 19 


rial in a working day as he did 
previously with the same level of 
before or even 
with a higher level of understand 
ing, he has a truly valuable acqui- 
sition of skill. The stress should be 
placed on this fact, not on the oc- 
casional rare individual who 
makes remarkable gains 


comprehension as 


Of* course, astounding gains can 
be made, In a college reading pro 
vram I was conducting, a student 
came to me saying that he was in 
need of improvement in reading 
I gave him a reading test and told 
him to forget it. His score was on 
the 97th percentile for college 
juniors. In other words, if he took 
that test in a group of 100 third 
year college students selected at 
random, he would have done better 
than 97 of them and only two or 
three would have beat him. In ad 
dition, an intelligence test showed 
him to be in the upper one per 
cent of the general population in 
mental ability 

He insisted upon taking the 
course anyway, and I ended that 
course wishing he hadn't. He read 
just about everything at better 
than a thousand words a minute, 
and constantly embarrassed me by 
vetting the answers to questions 
faster than I could look them up 
in the answer book. He was, how 
ever, a rather exceptional person 


Conclusions 


It is unrealistic to set the goals 
of reading improvement programs 
too high, although it is a natural 
human tendency to want to get 
something for nothing. Genuine 
improvement in reading skill is 
not obtained without hard work 
and application of effort. A person 
can reasonably expect to increase 
his average reading speed from 50 
per cent to double its present pace 
with practice and with the prope: 
training. Few of us will become 
“reading marvels” who can glance 
down pages of print at 2,500 words 
a minute with perfect comprehen 
sion. If I could guarantee such re 
sults, I could abandon the class 
room in a few years a wealthy 
man. However, substantial and 
valuable gains in reading ability 
are possible for most people and it 
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is these realistic goal toward 
which we should work 

Wider use should be made of 
reading improvement programs, 
including in their scope general 
clerical workers as well as execu- 
tives so that they can demonstrate 
their value, It would be interest- 
ing for someone in a company to 
analyze the operational errors 
made by employees that prove so 
wasteful, to see how many of them 
are the result of poor and inaccu- 
rate reading 

At present, reading programs 
are used most often for executives 
and managers. These people read 
all day, but so do their secretaries, 
the filing clerk, the shipping clerk, 
and many others, And while this 
person is finding out how many 
errors are due to poor reading, he 
might also have someone qualified 
to administer psychological tests 
check personnel in a large office 
to see if the accurate readers are 
not also the more efficient em- 
ployees. Just 
your own test yourself, 

And finally, we need more eval- 
uation of reading programs to find 
out whether or not the gains they 
make in reading skills really are 
reflected in on-the-job 
efficiency. We need facts and fig- 
ures here so we can see whether or 
not we should have more wide- 
spread use of these programs fo! 
both on-the-job training and_ in 
schools preparing people for work 
in the business world 


to play safe, score 


increased 


Earnings, Sales, and 
Profits Up in 1955 


Compensation of top corporate 
1955 by 
the same percentage, 5.9 per cent, 
as did the average weekly earnings 
of production workers in all manu- 
facturing industries 

A new study by the American 
Management Association and in 
formation released by the Bureau 
of Labor Statistics is 
the comparison 

In 1955, sales increased an aver- 


executives increased in 


the source of 


age of 10 per cent and profits were 
almost 25 per cent higher than 


the previous year. 


Funston for Capital 
To Increase Output 


Since there is no way to mass 
produce a labor force, the way t 
plenty is to increase the national 
capital of machines, of buildings t 
house them, of power to drive then 
and to better communications 

Keith Funston, president of the 
New York Stock Exchange, ex- 
pressed this opinion while pointing 
out the rise in British output this 
year is likely to reach only about 
1.5 per compared with an 
average increase of 6 per cent 
recent years 

Britain’s productivity 
he said, focus attention on the 
question of raising growth money 
in quantities sufficient to meet the 
demand for higher standards of 
living. “It is estimated,” the stock 
exchange president said, ‘that 
Britain will million 
pounds a year for the next decade 
simply to match the productive in- 
crease of the recent past.” 

American economy, Mr. Funston 
stated, faced with similar prob- 
lems of financing growth on a sound 
basis, is now being shaped by the 
gradual development of a ‘People 
Capitalism” in which millions of 
middle- and lower-income people 
are coming to own, through stock 
investments, the Nation’s corporate 
enterprises. 


cent, 


in 


problen 


require 56 


Unexpected... 


Continued from page 17 


In the letter were a set of eig 
rules that ran from 
those worn-out steps at the en- 
trance of the church. You may 
easily trip, fall, and hurt yourself 
to “Please keep the doors to the 
outside toilets closed, especially i: 
windy weather. In the winter, avoid 
catching cold en route by the 
sudden exposure to the cold air a 
you leave the heated church build 
ing to go to the outhouse.” 

The point was made, and ove 
$100,000 was raised in money and 
labor in Mediapolis alone, The old 
church has been torn down, and a 
new structure has taken its place 

Whether it’s for the humor, the 
history, the hints, or the help, the 
letters have built up quite a fol 
lowing. Secretaries, as well a 
presidents 
see what is coming next 


‘Beware 


watch the mailbox 


AMERICAN BUSINESS 





re see om, 
eer — 
Fre lini | 
Pre ie ie | 
Ore me oi = 
Erm =e oo 
_ ore wv) = 


we we Fe ee er ee ee 


“ese =) SS 
we 2) = 


ae er = 
are st = 
oo nw = 
can = 


Memory-power @1& #1 


in, i. 


extends automatic accounting to all 


KNOW NO BOL NDS. Brin 
recounting jobs! the easy ones, the 
ery toughe { Phere are Burrough 
Sensimaty Accounting Machine 
made to take them all in stride! 


What make thi 
widest range of “memory power 
bact 3 there are 35 basic model 
Sensimatics splitinto five broad seri 
And this gives you a choiwe of totalin 
‘ pacity or MeEMOLY-powel rangi 
from 2 total 19 total 


possible? Th 


cleat up to 


Phi mean you vel (ane 
to pay for!) a machine 
MemMory-powel your 


jobs demand. Just as af it 
, 
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Three Steps to Speechmaking 


By L. A. Keating 


NYONE can give a good speech 
A who wants to and who ha 
omething to say, Profe 
director of Busi 


ness and Professional Speaking at 
Milwaukee 


declare 


or Lynn Surle 
Marquette University, 
Wi Therefore 
public 
are, if you'll make use of a few 


unaccustomed to 
speaking as you probably 
basic techniques you can acquit 
yourself well next time you have 
to “talk on your feet 

You will be nervous, of course 
Keven speakers of long experience 
fidget, and shake before 
they get under way. But the more 


perspire 


you prepare in advance, the less 
nervous you'll be. Too, there are 
ways to combat nervousnes 

“First 
urpes 


understand nervousness 

Professor Surles. “It. i 
way of keying you up to 
meet a challenge. You can vet the 


nature's 


upper hand on nervousness in two 
ways: By relaxing and by taking 
plenty of time 

“There is a psychological help 
too, While the chairman is intro 
ducing you and you wish you were 
home in bed, say to yourself, ‘Well 
they're asking for this. So let the 
audience be nervous! 

When your name is called, rise 
from your 
possible 


relaxed a 
Take plenty of time. On 
the platform as you look over the 
think 
you! neck your 


place a 


audience about relaxing 
shoulders, your 
arms. See to it that your hands are 
limp on the podium. Stand there 
taking plenty of time. Your audi 
ence will wait. As you realize how 
patient and expectant they are, you 
vain confidence. Confidence erase 
fension 

Sure you are ready now to begin? 
State your opening line and pause 
Look 
around, These pauses will calm you 
and they are dramatically effective 


in gripping your hearer: 


—- 
ACN 
& 
é 


\ 
i 


Say another line. Pause 


attention 


) 


aan 
L 


Y 


hs 


/ 





Actually, the pause is as effective 


as the words you speak, As you 


make successive statements, you 


Will pick up 


and a 


speed and confidence 
you notice the attentiveness 
viven you, nervousness is forgotten 

Here is a trick about looking at 
your audience, It dangerous to 
pick out individuals and watch 
their faces to see how you're doing 
Shun this! Do not see anyone in 
dividually. As you talk, slowly 
weep your gaze along the last two 
rows of the audience from one side 
of the hall to the other. Then slowly 
weep back. Keep doing that, and 
every person facing you will be- 
lieve you are looking at him 

Start in low gear, offering ear- 
Your enthu- 
siasm will rise and carry you to the 
needed heights in good time. Re 
member 


nestness and sincerity 


you make greatest impact 
understatement fol 
lowed by a pause, Never yield to 
excited exaggeration 

Gestures? Don’t push them or 
experiment or imitate. Just do what 


with earnest 


comes naturally 

Now, let’s go back to preparation 
of your speech 
worth talking to is 
doing your best for 


because an audi 
worth 
Never read 

people to 
sleep. Of course, you may have to 


ence 
your speech that put: 


read brief technical 


passages or 
quotations; but reading takes your 
attention away from your listeners 
Never memorize you 


cause if you forget a line you might 


speec h, be 


be headed for disaster 

The best approach is to know 
what you want to say. When the 
you'll find the words 
for saying it. Jot down on a card 


time comes, 


or a sheet of paper the list of topics 
you want to cove se sure their 
logical and effective 
Place your card on the podium 
where you can see it but your audi 


equene c 1s 


ence can't. Discuss 
and stop. Take up your next item 
When you 
final point, wait four or five se¢ 


your first subject 


have discussed your 
onds, then leave the podium 

Use all the anecdotes you can 
that illuminate the points you wish 
to make,” Professor Surles advise 
“Anecdotes reveal people in situ 
ations, and audiences love them 
Ninety per cent example material 
ind 10 per cent of your own opin 


ions will hold listener interest 
Later, people will forget your asse 
tions but remember your anecdotes 
Get used to saying, ‘When this 
point came up at another 
ing... o7 
tered...’ or, ‘Let me illustrate with 
an experience I had.’ ”’ 

Should you be called upon with 
little or no warning, use this three 
point formula which is sure-fire if 


you know your field. 


meet- 
‘Here’s a case I encoun- 


1. Stand up, relaxed, and say 
“Gentlemen, here is how this 
matter seems to me.” Or, “Here 
is the point I wish to make.” State 
in one sentence, or as concisely as 
possible, the idea you wish to put 


across 


2. Next, say, “Let me give you 
an example.” Relate an apt ane¢ 
dote in your best storytelling man 
ner, Name your characters. Quote 


them. Keep it brief 


Lastly, say, ‘““Here is what | 
should do 
proposal in simple term 


believe we State you 
Remain 
standing three or four seconds; the 
silence will help drive home yout 


point. Then be seated 


Or say you are called upon un 
expectedly, and you are puzzled 
what to tell this group. In the 
moments you have to think, ask 
yourself: ‘“‘How can I help them” 
Then talk about this 

So, next time you hear a chai: 
man say those fateful words, “It 
now gives me great pleasure to in 
troduce...”’ and mentions your 
worry 
nervous? It’s as inevitable as taxes 
But you can control it by trying to 


name, why about being 


relax and above all, take plenty 
of--time 

Remember, the boys must want 
you to talk. They're asking you to 
aren't they? 
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Kxecutive Ex pense Practices 


Direct Reimbursement 





HOW COMPANIES HANDLE EXECUTIVE EXPENSES 


P i 
Reimbursement 
Reimbursement and direct payment 


Flat expense allowance 


Direct payment only 





Increased salaries to cover| expenses 
| 





10 20 30 
Percentage of Companies Surveyed 

















reasing Salaries 


REACTIONS TO EXPENSE HANDLING 


COMPAN 


TRAVEL EXPENSES 








Allowable Travel Ex pe naditure 











CONTROLLING EXPENSES 


Discre rionary Expens¢ Account 





Controls in Large and Small Companie 


SOME REPRESENTATIVE EXPENSE PRACTICES 
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tablished as1 ’ Cepor or usine publications 


ial basis for their decisions 


lecting media The 


of advertising space have jointly « 
ment for the circulation of 
printed media 
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The broadest of broad-area lighting’’ was achieved by The F. W. Wakefield Brass Company without the one-sided light 


ing and harsh shadows. Translucent drapes protect personnel from the morning sun on this east side of modern building 


-& High-Voltage Lighting- 
=—— What Can It Do? 


By T. D. Wakefield 


Executive vice president, The F. W. Wakefield Brass Company, Vermilion, Ohio 


If you've longed for the bright lights, but didn't think you 
could afford them, this new system may be what you've 


2 eo ge been waiting for. With high-frequency, high-voltage lights 


ditions were planned to be the best this company cut lighting costs while upping candle power 


INCI. some readers will associate by the unshielded glaring lamps vided by translucent diffuser te 
S my name with lighting equip Indirect or reflected glare can be shield rows of fluorescent lamps 
ment, I assure them that what as hard on eyes as direct glare, so attached to the structural ceiling 
follows is a report on developing the office’s furniture, machines, and Since fluorescent lamps _ provide 
an office environment, why and how furnishings—-even the walls and about three times as much light for 
we planned it for office work, and floor—-must be planned as impor- each watt consumed as 
also why and how we utilized the tant parts of a _ good lighting descent light, the latter 
first 400-volt 840-frequency current system. considered. 
ever used in offices. The lighting The reason we have been associ- Air distribution, heat and cold 
equipment itself could take us only ated with broad-area lighting for office noises, fire protection, and 
part way to the desired environ so long is that we try to create flexibility of floor space are 
mental objective, and the unprece conditions in which it is easy to part of sound advance planning 
dented handling of the power could see, It has long been demonstrated we chose a type of multiuse equip- 
apply just as well to other make: that small areas of light against ment which would provide more 
of equipment, darker backgrounds make seeing than the broad-area lighting we 

We start with the trite but true difficult—-headlights at night being demanded. Warm or cool ai! 
“Enough” light isn’t sufficient to the most-cited and probably worst distributed through tiny hole 
provide good visual conditions in example, though small individual the acoustical baffles that are part 
an office. If more light were the full lighting fixtures are most often of the luminous ceiling. Inconspi« 
answer to visual problems, they seen, uous sprinkler heads are locate 
could be resolved simply by hang- Therefore, in considering plans in the baffles also. Removal of the 
ing up additional bare lamps to for the new office building that baffles exposes hidden channel 
provide “enough” light. But, what would mark our fiftieth year in which receive the tops of removable 
a mess of glare, one-sided lighting 1956, it was a foregone conclusion steel or steel-glass partitions 
harsh shadows, and violent con that the building must have the four-foot module 
trasts that could produce —and not broadest of broad-area lighting Thus the suspended ceiling pro- 
all of it would be caused directly That meant a ceiling of light pro vides four services beyond lighting 


} 
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and we saved money over the cost 
of the five services if installed 
separately. That is all about the 


equipment. 


High-Voltage, High-Frequency 
Current 


We planned to provide the best 
visual, thermal, and acoustical con- 
ditions for our office personnel of 
about 40 persons. But we were 
interested also in economy—origi- 
nal and operative. That is why in 
the planning stages of 1954 we 
began to investigate the little- 
known field of high-frequency 
lighting. In this country, the gen- 
erally accepted standard is 120 
volts at 60 cycles. Neither of the 
two existing high-frequency instal- 
lations were in offices, nor did they 
approach the frequencies which 
R. D. Burnham, our engineer in 
charge of the lighting section of 
the building, was considering. 

As it worked out, the use of 400 
volts at 840 frequency became a 
pioneering project into methods 
The original cost of that trial-and 
error project would not be justified 
were we in another type of busi- 
ness. But now, after 10 months of 
occupancy, we are reaping opera 
tional economies while providing an 
in-service installation that has 
brought many architects and en 
gineers from this and other coun 
tries to our village. Now that the 
trail is broken, we know that direct 
and indirect economies are possible 

They include the original lower 
cost of fewer electrical components 
simplified wiring, and cheaper in 
stallation. Instead of the usual nine 
pound ballasts, we use a tiny ca 
pacitor type that weighs less thar 
two ounces, Its first cost is lowe1 
it saves power, and it gets 13 per 
cent more light out of the lamps 
than the conventional type. In 
consequence of the latter, for each 
16 square feet of ceiling we used 
two lamps to produce almost a: 
much light as three lamps would 
in the usual installation. Each 
additional lamp would require it: 
ballast and socket, and future cost 
of relamping would be 50 per cent 
greater than with two lamps. 

The original and operating econ 
omies extend even to the air con 
ditioning. Because the small ca 
pacitors 
compared with the big ones, we 
have an air-conditioning system of 
25-ton capacity instead of 30 ton 
that would be required otherwise 

The cost of operating 310 lumi 
nous panels in 5,000 square feet of 


generate so little heat 
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office space is 42 cents an hou 
the air conditioning 21 cents. As 
planned, we have 
candles of light at the 
windowless, wall. The motor-driven 


about 75 foot 


inne! 


generator converts both voltage and 
frequency. It requires about one 
thirtieth as 
air-conditioning equipment. In the 


much floor space as the 


early stages, we had a hum from 
rrection units 
ceiling By the 
and office parti 
noticed 


the power factor « 
above the luminous 
time the diffuse 
tions were installed it was 
only by our engineers working o1 
the system. It is unnoticeable now 
While we do not recommend this 
high-frequency ystem for small 
office areas, here is an example of 
the indirect e onomy ina large one 
An installation, modeled from ours 
saved an immediate $15,000 in first 
cost of air-conditioning equipment 
and the lower operating costs will 
be enjoyed for years to come, These 
are high spots in this unprecedented 


power application for office 


Visual Environment 


Since we have ce 

colors and reflectances of interion 
urfaces to supplement the lighting 
our predominant colors are pastel 
The glass front i 
outside glare DY washable 

flame-proof Partition 
that mesh into the ceiling of light 


are al gray. The <s are light 


protec ted 


dt ip rie 


in tone on top whi their base: 
and the cabine ind chair 

are walnut for 

are blue-gree! 

to reduce pv 


minimun 


What They Say 


Here is wha me of our people 
iy about tl office e1 t 
for which we 
than two ye cupanc) 
Sales Manag ( The 


cle part 


lronme? 


tarted planning me 


planned co- 
ments cert 
operatior 
think hette 
office mat 
went: “Gre 
rale, and 
nation and 
ments incre 


terior mal 


ustomer 
Our pre 
ay “After 


doesn't intrude upon me, With the 
exciting problems that come to my 
desk, that’s the way I want t 
have it 

As for this writer, already I have 
een four excellent sales potential 
ideas generate in these new offices 
because of the quiet and the gen 
eral atmosphere that permit and 
also stimulate creative thinking. I 
have noted that the clean contem 
porary lines promote bette house 
keeping than we have ever had 
Desks are hardly ever lit 
tered. IT am convinced that every 
body got a lift psychologically wher 
we moved into this planned area 


before 


ind it continues 


Boiler Service Taught 


By Company School 


Hiow to and maintain 


boilers is taught at a unique service 


operate 


chool, Orr & Sembower, Inc., man 
Powermaster pack 

boilers, offers the 
SeTV ICE 


ifacturer of 
wed automatk 
ourse each summer to its 
men to provide capable factory 
trained representatives at all di: 
ribution centers 

The two-week hirt-sleeve ses 
are conducted at the Reading 
About 100) people 
school the twe 


company 
e attended the 
tinne it has been held, with stu 
lents coming from Canada, Mexico 
Australia ly 


more than a seore have 


("hile India and 
;dditior 
taken the one-weel refre het 
irse offered thi pring by the 
IT pat ‘ 
Benefit from the concentrated 
lor ilready are evi 


O&S sale 


lent, William B. Firman 
inager, report Phe courses have 


ilted in improved service’ for 


! in initial tart-up of 
equipment, and in preventa 
maintenance on existing equip 
said 
e the typical tudent at 
chool already is experi 
mn boiler and burner service 
tructior j concentrated 
wermaster installation oper 
and maintenance 
‘ covering Powermasts 
onents and their upkeep and 
firing proce and othe 
ubjects run from 8:40 a.m 
fading hours of the da‘ 
lunch. An integral 
organized lessor 
tudy based of 


material sup 





Sales Tax Tops 
Income Sources 


A new record as the major source 
of state income was set by sales 
tax collections during the past fiscal 
year, For the first time, over half 
the state treasuries depended upon 
ales tax more than any other single 
revenue, according to 
Commerce Clearing House, national 
reporter on tax and business law. 
The record number of 25. states 
compares with 23 in the previous 


YCal 


ource of 


Four more states are rapidly 
ipproaching major dependence on 
the sales tax. Arkansas, Nevada, 
and Oklahoma sales tax collections 
ran a Close second to their ordinary 
predominant gasoline tax intake, 
while Pennsylvania’s new three pet 
cent selective sales tax revenue 
should loom strong next year, 

Washington leaned most heavily 
on its sales tax, getting 55 per cent 
of total collections from it, against 
2 per cent the previous year. 
Louisiana's sales tax collections 
nosed out the severance tax, its 
traditional major revenue producer. 

Gasoline taxes dropped in favor 
as the top income source during 
the fiscal year ending June 30, 1956. 
Only 12 states reported highest col- 
lections from this source, against 
14 in the previous year, Nebraska 
continued as the leader in this 
group, although its dependence was 
below last year's. 

Income tax collections served 10 
states as the greatest source of 
revenue, and nine of these got a 
third or more of their total col- 
lections from this tax, Oregon tops 
the list with 52 per cent. New York 
follows with 49 per cent. 

Texas was the only state that 
derived its major income’ from 
severance taxes 


Communication Programs 
To Be Judged Again 


Nationwide recognition of out- 
standing employee communication 
programs is being offered business 
firms again this year by the Cham- 
ber of Commerce of the United 
States through its second National 
Recognition Awards competition. 

The contest honors business firms 
creating a better understanding of 
the American economic system 
among their employees during 1956. 
Awards will be based on the effec- 
tive use of employee communi- 
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cation media in any form such as: 

Employee publications, annual 
reports to employees, letters to 
employees, use of bulletin boards 
employee meetings, and any other 
media that contribute to the devel- 
opment of increased understanding 
of the employer’s business and the 
free enterprise system. 

To win, an entry must show 
evidence of a well-rounded pro- 
gram, using two or more media 
Entries will be evaluated by a 
panel of judges selected for thei! 
competence in the field of employee 
communications, 

Presentation of the awards will 
take place during the 45th Annual 
Meeting of the National Chamber, 
April 28 to May 1, 1957. Deadline 
for entries, however, is Feb. 15. 

Official entry forms can be ob- 
tained from the Business Relations 
Dept., Chamber of Commerce of the 
United States, 1615 H Street, N. W., 
Washington 6, D. C. The contest 
is open to all business members of 
the National Chamber or to mem 
bers of an organization affiliated 
with the National Chamber. 


New Fields Bring 
Profits to Company 


Diversification has always been 
important and profitable to The 
Procter and Gamble Company, the 
chairman of the board said in 
explaining the company’s entry 
during the past year into new fields 
They are the peanut butter and 
prepared cake-mix fields, and an 
interest in the household paper 
business. 

R. R. Deupree, the chairman, 
said that although soap, shortening, 
and edible oils have always been 
and remain the company’s “major 
business,” diversification has char- 
acterized the company’s activities 
since about 1900, when it began 
crushing cotton seed. Since that 
time, it has added the processing of 
peanuts, soybeans, and copra to its 
activities, and has extended its 
interest to the by-products of these 
operations, 

One of the most important devel- 
opments has been the company’s 
activities in producing high-grade 
cellulose pulp from cotton linters 
a business which it has been in for 
more than 30 years. The company’s 
production of cellulose pulp has 
more than doubled in the 
past few years by the construction 
of a new mill at Foley, Fla., to 
make cellulose pulp from wood. 

P&G also has been in the toilet 


been 


goods business for about 23 years. 

“We feel our experience and 
marketing skill qualify us to care- 
fully diversify our operations and, 
by choosing subsidiaries well and 
applying Procter and Gamble’s 
merchandising methods to related 
consumer product businesses, to add 
to the stability and profits of the 
company,” Mr. Deupree said. 

“For example,” he continued, “it 
is common knowledge that many 
women are saving 
time in the kitchen by using ready- 
mix packaged cakes or biscuits 
Naturally, that means they were 
using less of our shortening in their 
homes. So, we went into the cake 
mix field ourselves, as it seemed a 
logical addition to our food prod 
ucts business. 

“As for paper products, we have 
the basic knowledge acquired by 
the manufacture of paper pulp. We 
know Americans are now. using 
more paper of all kinds than ever 
before in history, and particularly 
the kind of paper in which we are 
interested. In 1900, the average 
American used 58 pounds of paper 
a year, while today the figure is in 
excess of 418 pounds apiece and 
is still growing as more and more 
usages for paper are found. Some 
of the new uses around the home 
have replaced products which 
always required regular washing. 

“As you can see,” Mr. Deupree 
pointed out, “every venture we have 
gone into really fits into, or along- 
side of, a successful Procter and 
Gamble operation. In each case, we 
are familiar with the basic raw 
materials and have much experi- 
ence to contribute to the marketing 
and manufacturing phases.” 


interested in 


Opinion Leaders Play 
Key Communication Role 


Who are the so-called opinion 
leaders that businessmen hope will 
influence others to think and speak 
favorably of business? Are they 


clergymen? Bankers? Teachers? 
Politicians? 

This question was posed to a 
group of General Electric Company 
trainees attending a two-week Com- 
munication Training course in New 
York City, where it was brought 
out that little research has been 
done on: Who are these opinion 
leaders? How do they form their 
“opinions”? To whom are they 
leaders? 

Research reveals that opinion 
leaders do exist; opinion leaders are 
not a group set aside; they do not 
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possess a trait which some have vate weal rvi is gz used verUsing, trad ractics nite 
and others do not. Instead, opinion for round-the-clock reports, Specifi i and assistance to ft 
leaders play a part in daily give disaster respol it have beer ping with its daily money 
and-take personal relationships assigned to nel, The plant nanagement problems has beer 
They are members who lose thei ! a s foot roadened considerably 

individuality in the community concrete dike or W round a large The Bureaus handled more thai 
groups and their opinions usually area. Doors can be quickly barri ) million requests for assistance 
reflect the opinions of the group caded, window een bricked from the public in 1955, double the 

Estimates by some prominent up, and pum] installed number since 1949 


he publi 


researchers say there are about Emergency | ri and light Nyborg i optimists 
$,000 national opinion leaders, and ing units are pi nt, and a loud impressed with the potential 
perhaps another 25,000 who are peaker syste! hi een adder wth and expansion the 
considered opinion leaders in thei In the thi ant t Naugat le-practice field where muct 


; 


communities. But in terms of great precautior the elevation of t} Bureaus’ work in developin; 
fundamental issues, there seems to power substi water resel! d improving code ind standard 
be a limited number of people who VO rasoli tt pumps, wi or advertising and selling i , 
really start ideas rolling. ght lywood barrie ul 

“As a result of my own research am ol plugging believes this | ‘ » OVE 
into public attitudes,” Elmo Roper rains. A riprap d i ) ming most advertising practice 


noted opinion analyst, has said, ‘I ighest wi of | Vhich are harmful to busine ind 
have come to the tentative con about 1,500 feet the public. Much already has | 
clusion that ideas often penetrate high wcomplished through such confer 
the public as a whole slowly and Conduit OC ! with trade and indust: 


even more important very often overhead at y On 0 ‘ re to make advertising 


by interaction of neighbor on neigh ment window i informative ind belie 

bor without any apparent influence ip. Basement doo Mir. Nyborg feel 

of the mass media.” watertight. ( ! or the Bure lize thei 
With General Electric, the role materials are now p! id potenth wal hey must hel 

of the communication and com for mobility usil broaden further it 

munity relations specialist is to Althoug we! Lice ! Z 1 deep 

interpret General Electric, the local pee Fy \ ! hit, operatio ! th f and willis 

plant, and business in general t were in y y standard 

the community “publics.” One way 

it does this is by distributing infor Governme! 

mation about company objective rotectior 

and policies to “thought leader: 

on the premise that such infor 

mation will be disseminated to the ‘ . " 

vroup of people they come in con- Better Business Bureaus Major Medical Insurance 

tact with during their everyday " ° ° 

activities. All interpersonal rela Up Income and Service Expands Basic Policy 

tions, the company believes, are 

potential networks of communi 


Bette Busine ; ill Vajor medical insurance 


double thei prowtn 1 al 510,000 for a ingle illine 


cation, and an opinion leader is a 
group member playing a key com 


come and public vie iy } ivy, and a “lifetime maximum of 


neo } , > , » 71) On ) ‘) j A ‘) ’ . ‘ 
munications role in them ext yeu president of UU a person | Nered t 
ion predict emplo and thei farnilte 
In ; , ! to the 107 mem ney-Bowe In 


Manufacturer Prepares bers of the Association of Bette Added to the company 


Busines i Victor H \ pro ions, the new medical “cata 


H org the ice t To iro } benetit ne ade the 
For Hurricanes borg, th le enefit provides. th 


record of accomplishmer i ploy of the mailing equipment 
Tropical hurricanes are expensive Association office wi tablished nanufacturer with: Payment of 
visitors in New England. Last yea! in October 1946 or |} three-quarters of all medical ¢ 
they cost the six northeastern predictior exceeding other group bene 
plants of the United States Rubber He point t that tte yy $100 (or one per cent 
Co, over $12 million Busine Bure ! Li { . nual earning if larger), up 1 
This year, the maker of products ess of 80,000 busi rms | $10,000 for any one medical « 
ranging from tires and golf balls ng mem i ppol wice th ense period, The maxin 1 for 
to agricultural chemicals is bette number of veal ring njuries or illnesse 
prepared. Dikes, pumps, watertight ame peri olla ndividual is $20,000 
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installed. There are improved ho Th pre } Vi N ‘ , employ protection 
pital facilities and organized disa 
ter teams to prevent injury to 


elm 


employees, to keep physical dam 
age down, and to speed service t 
customers with a minimum of 
delay 

At the Providence plant, a ] 
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The added benefits have in- 
creased the employee’s monthly 
contribution by 60 cents (from 
$1.40 to $2.00) for individual cover- 
age, and $1.50 (from $3.80 to $5.30) 
for employee and dependent insu: 
ance combined, 

Continuing basic hospital and 
surgical expense provisions cover: 
$11 a day for hospital room and 
board up to $770; the first $200 of 
special hospital charges, plus three- 
quarters of any excess up to a total 
benefit of $2,000; and surgical fees 
up to $250. 

The major medical benefits cover 
costs of: Physicians, surgeons, and 
specialists; private nurses; hospital 
room and board up to $25 a day; 
special hospital services; anesthet 
ics and anesthetists; X-rays and 
laboratory fees; radium treat 
transfusion ; 


ments; blood and 


drugs and medicines; ambulance 


service: iron lung and other rental 
equipment; and oxygen and _ its 


administration 


Chicago Post Office Moves 


The Chicayo Post Office is under 
taking a five-year, $40-million 
modernization and automation pro 
gram, Based on a year’s engineer- 
ing study, the program calls for 
installation of overhead conveyor: 
and semiautomatic sorting and dis 
tributing machines, with immediate 
rearrangement of mail flow con 
templated as the first step. 

These and other mechanical and 
electronic devices will increase pro 
ductivity in the Chicago Post Office 
by as much as 50 per cent, Deputy 
Postmaster General Maurice’ HI 
Stans has announced. 

“This will not affect the jobs of 
career employees now working in 
the post office except to make thei 
work more attractive and less tedi- 
ous,"’ Mr. Stans added. “The con 
tinuing growth in mail volume will 
keep our work force completely 
occupied, We are aiming at in 
creased output and improved mail 
service by giving our employees 
better tools and better working 
conditions.” 

The installation of overhead con 
veyors on a test basis will begin 
shortly, the Deputy Postmaster: 
General said. These will utilize ceil 
ing space, thus relieving congestion 
on the workroom floor and thereby 
eliminating the need for additional 
floor space in the next few years to 
handle the ever-increasing mail. 
Mail will eventually move auto- 
matically, through push-button con- 
trol from receiving platforms to 


3S 


Annual Reports Are More Informative 


Annual reports of American 
corporations are more informative 
and complete than ever before. The 
survey which made known this 
information was conducted by the 
American Institute of Accountants. 
It analyzed the reports of 600 
typical industrial corporations. 

Some of the highlights of the 
survey are: 

All but two of the 600 companies 
studied presented complete sets of 
balance sheets, income statements, 
and surplus statements. 

Cash dividends were declared by 
97 per cent of the companies in 
1955. This compares with 93 per 
cent in 1954, 

For the period 1946 through 
1955, there has been a steady in- 
crease in the use of the combined 
income and retained earnings state 
ment, and a corresponding decrease 
in the use of a separate statement 
of income. 


Toward Automation 


working areas and from there to 
shipping platforms 

This will not only speed the 
handling of mail by facilitating 
unloading and thereby reducing 
traffic delays, but it will reduce 
heavy handling operations and will 
improve working conditions, “Our 
aim is a post office without ham 
pers, hand trucks, or dollies-—a 
post office in which mail never 
comes to rest,” the Deputy Post- 
master General added 

Mr. Stans said that, by late 1957 
Chicago should see the first instal 
lation of machines that will auto- 
matically cull mail, and machines 
that will automatically “face” let- 
ter mail (arranging letters with 
address side up), using electronic 
eyes to find the stamp and cancel it 
and then stack the letters for 
further handling 

By early 1958, he predicted pro- 
duction of a machine that will 
“read” typewritten addresses with 
an electronic eye, and will sort and 
stack letters automatically. Me- 
chanical devices to distribute letter 
mail and parcel post are being 
tested now in other cities. 

“We shall never be satisfied until 
we can assure next day delivery of 
first-class letters between any two 
cities in the United States,” he 
said, ‘That may sound improbable 
today, but with the age of the jet 
plane upon us and the age of the 
guided rocket just around the 
corner, it is not an impossible goal.”’ 


Seventy-eight per cent of the 
companies presented their 1955 
financial statements with state- 
ments of previous years to permit 
comparison, In 1946, only 41 per 
cent presented statements in com- 
parative form. 

Pension and retirement plans 
were disclosed by 65 per cent of 
the companies, with 13 companies 
disclosing the adoption of new 
plans in 1955. There was a 27 per 
cent increase in the number of com- 
panies mentioning employee stock 
option plans. 

A number of companies retired 
their preferred stock, resulting in 
a 14 per cent increase over 1954 in 
the number of companies with only 
common stock outstanding. 

The traditional title “Profit and 
Loss Statement” has almost dis- 
appeared, being used by only 10 per 
cent of the companies in 1955. 
Titles such as “Income Statement,” 
“Statement of Earnings,” or simi- 
lar designations are now more 
popular. The term “Balance Sheet,”’ 
while still the most common, has 
lost ground to such expressions as 
“Statement of Financial Position” 
or the “Statement of Financial 
Condition.” 


Integrity and Industry 
Must Accompany Ability 


Ability is seldom neglected when 
selecting executives, but too often 
it is improperly made the sole basis 
for selection, the American Insti- 
tute of Management finds in a study 
of executive selection. 

The study notes that both integ- 
rity and industry are of equal im- 
portance in choosing men to move 
up. Integrity ‘encompasses not 
merely trustworthiness but the in- 
tellectual sincerity that results in 
independent thinking, impartial 
judgments, and free expression of 
ideas,’ says the Institute. 

While industry in an executive 
consists primarily of diligence and 
initiative, which are present in 
some form in almost all candidates 
for advancement, it also includes 
efficient attention to tasks as they 
merit it. Preoccupation with de- 
tails, inability to subordinate minor 
misdirected efforts can 
results as sheer 


jobs, or 
have the same 
indolence. 

The American Institute of Man- 
agement is a not-for-profit organi- 
zation with headquarters at 125 
Fast 38th St., New York, N. Y. 
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Personality and Leadership 


(Continued from page 11 


than that 
of these youngsters, “Why are you 


I have asked the parents 


sending your daughter to college”? 
Why are you seeking a university 
education for your son?” And I've 
had those parents many of them 


first veneration American: with 


tears in their eyes, say, “So my 

child won't have to work the way 

I had to work when I was young 
What the with 


work? If the purpose of education 


matter hard 
is to permit the recipients to make 
working, I'm 
ashamed to be a part of it. I see 


a living without 


only one purpose for education, and 
I don’t care what kind of education 
you're talking about) whether it’s 
elementary-school education, sec- 
ondary education, high-school edu 
university edu 
cation on the undergraduate or 
yraduate level, or the kind of edu 
cation that my dad had. I don't 
think he ever got beyond the fourth 


cation, college or 


prade 

But my dad learned a lot. When 
he made a mistake, he learned 
something. He talked with people, 
he read, he had experience, But 
Whatever the education is, the 
purpose for it should be that WITH 
this education, this individual can 
make a better contribution to him 
self, to the organization with which 
he is associated, to his community 
to his civilization, to his God 
through hard work than he could 
have made without it 

There’s a small town in upstate 
New York called Watertown, a one 
industry town the New York Ai: 
Brake Company. The personnel di 
rector of that company tells me a 
vear ago last June a boy graduated 
from the Watertown High School 
Ile went up to the New York Ail 
Brake Company and applied for his 
first job. “What was his first ques 


0) 


tion?’ 
“*What’s your pension setup?’ ”’ Is 
he coming to work, or quitting? 
What’s your PENSION setup? 

I have mentioned this at high- 
school commencement talks; I have 
talks at high 
assemblies; and I've had 


the personnel director said 


mentioned this in 
chool 
these bright-faced youngsters come 
up and ask, “Don't you believe in 
’ And it’ 
tion, and the answer is, yes, I do 
I believe in security. I couldn’t re 
pect a man who didn’t believe in 
who didn't have 
security for his own 


ecurity? an honest que: 


security, some 
concern for 
security, the security of his family 
the security of the company with 
Which he is working, the security 
of the civilization in which he is 
living. 

But I try to tell these kids secu 
rity doesn't come through seeking 
it. You can’t get security any more 
than you can get freedom through 
demanding it. Security comes 
through deserving it. And freedom 
comes through deserving it. And 
these kids don't believe me 

At Brooklyn College, these kids 
are always talking about thei: 
RIGHTS~— we've got a right to that 
we have rights, rights, rights 
rights. And they get mad as the 
dickens when you say, “Listen, you 
folks do a lot of talking about 
rights, but we don’t hear 
conversation about responsibility.’ 


much 


They're not interested in responsi 
bility: they’re interested in thei: 
RIGHTS! 

Somebody (I don’t know who it 
was but I wish he hadn't), some 
body named the first 10 amend 
ments to the Constitution of the 
United States of America, the “Bill 
of Rights.” That was a terrible 
mistake! Someday I'm going to 
rive a speech called the BILL OF 


Management Consultants Nov. p 


Travel 


RESPONSIBILITIES and I'm go 
ing to take the first 10 amendment 
to the Constitution and try t 
demonstrate that there isn’t a 
RIGHT involved in any one of 
them. They simply 
opportunities to 
bility which, if accepted, will result 
in a degree of freedom 


‘ 


represent 10 


accept) respon 


Characteristics executives should 
cultivate and maintain if they want 
effective personality are: Kno 
edge of themselves and their job 
There is no one who know 
there is to know about his job 
matter how simple it is. Every job 
is a lifelong challenge 
that somebody should be 
to take the executive's place. Last 


ly, the executive should master and 


Knou ledae 
prepare ad 


use intelligently the art of praise 
Let's 
work 


honor men for doing thei 


Chicago’s White-Collar 
Workers Get $1.62 More 


Nonsupervisory office workers i! 
the Chicago area are getting large: 
pay checks, Their average salary 
$1.62 a 
during the past 


has increased week 01 
2.41 per cent 
according to the ¢ 


Associatior 


six months 
fice Management 
Chicago 

The semiannual salary urvey 
shows the average nonsupervisory 
salary in October was $68.73 com- 
pared with $67.11 in April of 1956 

The study was made from 37,764 

' 


rates in 44 pay 
Data was sub 


individual salary 
roll classifications 
mitted from 216 firms for a 

office employment of 113,690, with 
more than half of 
held by womet 


these jobs 


52.70 per cent 
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AMERICAN BUSINESS Wares... 


frnued from page o 


NCR, Dayton, Ohio 


may have an extra copy to sen 
you. It is beautifully written a: 


illustrated 


lations § fot 


The Firestone Tire & Rubber Co. 
paid a mechanic $400 recently fo 
a suggestion on how to improve the 
iseful life of certain machines. Thi 
put the company over the million 
dollar mark for suggestion award 
payments, Harvey S. Firestone, J: 
founder of the company 

the suggestion plan in 1918, Execu 
ve Vice-President J. E. Traine: 
aid, “‘During the 38 years since 
started, Firestone 


Started 


he system was 
employees have submitted more 
than 200,000 suggestions. Of thi 
number, more than 60,000 have 
been adopted.’ 


Completely Flexible Modern 
fice units are a feature of Socony 
Mobil Oil Company’s new office 
building at 42nd St. and Lexingtor 
Ave., New York City, according t 
J. Gordon Carr, interior architect 
for the world’s largest stainle 

tee] skyscrape! There's a tremen 
lous expanse of movable steel and 
glass partitions one-third of all 
the interior walls. There's a total 
of 12 miles of walls. With these 
partitions, whole 
moved in a few hours. Two wall 
colors were used in most office 


offices can be 


0 that color combinations would 
blend when partitions were moved 
to another location. The finish 


haked on 


lf You Have a Department that 
handles a lot of mailing work, you 
int to show the training filn 


] 


You're on the Team,” now avail 
ible on a free loan basis throug] 
Eastman Kodak Company's Nor 
Theatrical Films Division, Roche 

ter 4, N. Y. This 15-minute sound 
Kodachrome production shows the 
circulation department employee 
their importance in the over-all 
ales and advertising picture, and 
encourages teamwork, Efficient 
methods of working are demor 

trated as well 


Speaking of Movies, a manufa 
turer of back-hoe fittings for trac 
tors solved an interesting problem 
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print 


Computers Are Coming to Col 
lege. Devoted to t) tudy of con 
plicated b 

problen 

puter c 

the I 

Angele 


Proce 


Machir 


Bypasses Are Turning Out to Be 
Buy-Passes, despite popula 
ions to the contrar' ' 
bypa husl 

help busi 

values, a 

Commerce nited Sti 

Gains are ite a decrei 
in traffic cong ion on the bypa 

route h f } ping ea 

Property value upped 
greater accessibility and impre 


traffic conditior 





ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


Continuous Forms 
saves up to 90% of sorting costs 


with automatic reconciliation 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS ‘ride free’ on CONTINUOUS forms 
useful on tabulators, teletypes of typewriters 
CHECK RECONCILEMENT is obtained at a tiny 
fraction of manual cost by using punched card 
sorter, collator and tabulator 

ELECTRONIC CHECKS also available on Lithe 
sets requires no change in your present 
method of preparing checks 

We engineer mar types of offi 

j CONSULT U: 


FILE THIS, PLEASE 


by Marjorie Payne 


a popular booklet by an ex 

filing which will help every 

ifficeworker—from the top man on 
ite many costly de 

will make good 

time and 

3 to put 


e. The 


Order direct from publisher 
THE DARTNELL CORPORATION 


4660 Ravenswood Ave 
Chicago 40, Ill 














Quick Transparencies for 
Lantern Slides 
A NEW rapid way to make tran 


parencies for lantern slides 
is afforded by xerog 


and ove! 
head projectors 
raphy 
took up to an hour or more to make 


‘Transparencies that former! 


by conventional methods can be made 
in about three minutes, at about hall 
the cost. Copy is made onto a sheet 
of film or acetate instead of onto 
the powder image being fused 
rather than 


paper, 
to the acetate by vapor 
heat. For lantern slides, the acetate 
is then trimmed to desired size and 
wiched between cover yvlasses and 
the edges bound with tape. The com 
pleted slide is then ready for inse1 
tion into a projector, Further infor 
mation is available from M. EF. Harri: 
The Haloid Co., Rochester 3, N. ¥Y 


Hot and Cold Water Cooler 


ls Refreshment Center 


PRAMING hot and ice cold wate 
are dispensed with equal ease with 
coole 


Westinghouse’s new water 


Provided with an accessory forage 


ection for cups and packets of in 


Something New In 
Speaker Aids 


HOW MANY times at a meetin 


you wished you could reach he 


tant coffee, chocolate, and powdered 
soups, the unit makes an ideal cente: 
for the popular 


trically 


“coffee break.” Elec 
operated and requiring no 
plumbing, the unit lool just like 
4 Standard water cooler which use peake! ir, to tell him he 


: 


being heard distinctly, or some 


or 5-gallon water bottle The hot 
Vater is produced in a 2 
heating unit to a temperature of 190 
Westinghouse Electric Cor 
Refrigeration Specialtic 


Springfield, Ma 


quart rapid 


depres 
poration 
Division, Fast 


Tape Converter Combines 
Punched Paper Tapes 


ANY NUMBER of individual tape 
can be converted into one composite 
tape for Wire transmission, compute! 
input, and = tape-to-card converter 
with the new Tape 

Unit. It reproduces code 


Regeneratior 

imultane 
ously at the rate of 20 code i 
second, or 1,200 codes a minute. The 
machine's primary purpose is to speed 
up data processing by creating om 
tape containing all necessary infor 
mation for continuous activation of Will let you do just that, Just pre 
other tape-operated machines. Com a button on the mall central pane 
and a unit isible only to the speake 
will tell him — in 
ize) 6€Oof) 6Tordinary 


plea ( or “You i 


mercial Controls Corporation, 1 
Leightor Ve Rochester 2. N y 


letter ix times the 


type writer | pe 
I 


Spear 


too close to the microphone "oO! 


loude! 


are too tar trom the microphone 
You have five minute left 
have one minute left,” or 
our time is up.” The unit i 
from Corcon Ine 116% 


New York 36 


Handsome Steel Office 
Furniture 
<« 


ANOTHER AID for the busy es 
tive is the credenza—designed to kee] 


books, personal files, catalogs, ar 


papers at his finger tips, and at the 
same time add a touch of distinct 
to the office. Harmonizing wit 
Streamliner desks and chairs, th: 
credenza comes in single units whi 
can be combined to conform to the 
user’s needs. The furniture comes 
seal gray, sea green, and copper ta) 
The Globe-Wernicke Co toss an 
Carthage Ave., Norwood, Cincinnat 
12, Ohio 
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Easy-to-Operate Microfilm 


Camera For Preserving 
Important Papers > 


BOTH SIDES of a document ar 
photographed simultaneously wit! 


Rem-Rand's Film-a-Record. Mode! 11 


incorporates features of camera 
many times its size. The unit has 

12-inch throat, and doubles 1l6mn 
film capacity by filming up one sic 
and down the other, using the &Smn 
principle 
are available for 25 to 1, 35 to 1, an 
42 to 1 reduction ratios. Warnings 
buzzer and indicator lights assure 
simple, error-free microfilming wit! 


Interchangeable lense 


no special operator training needed 


Film capacity is 250 feet of 16mn 
film, Which can be loaded in daylight 
Remington Rand, 315 Fourth Ave 
New York 10, N. ¥Y 


Kit for Doubling Your 
Reading Speed 


A RAPID reading kit, designed tor 
home use, provides a simple and it 
expensive way for the average person 
to double his reading speed, and at 
the same time increase his unde: 
Standing of What appears on the 
printed page. A spring-operated 
phrase viewer or scope trains the 
user to recognize larger and large 
groups of words at a giance o he 
can move his eyes across a page 
phrase by phrase instead of Jumping 
word by word. Also included in the kit 
are a book of four-minute lessons and 
10 slides containing a total of 946 dif 
ferent practice items. Foundation for 
Better Reading, 20 W. Jackson Blvd 
Chicago 4, Ill 
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Coder Attachment for 
Typewriters 


FOR USI 
fanomat« 
translate 
tion tron 
Repist« 
encoder 

to any el 
the opel itor 
igor) wit 


numer 


This Vendor Brews Coffee 
On the Spot 


Make Your Own Office 
Forms as Needed 


A DUPLI 


most forrr 


7 
Numbering Machine Makes 
Dots, Dashes 


MBERING n 


Sturdy Elevating Machine 


Stand 


llated 


eal po il 


ibulas 
loaded 
offset co 


icoro 








COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 
EVERLASTING 


Interchangeable 
ORGANIZATION <3. 
CHART « py 
EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 


need to keep your chart up to date. It's that simple! 


= ~ ~~ > 


Sizes to Fit Any Organization Structure 
Eliminates All Costly Drafting 
Photographs for Sharp Prints 
Invaluable as a Visual Training Aid 
All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 


Write for Pree Hlustrated bolder 
with Price Schedule No. AB-1 


MANAGEMENT CONTROL CHARTS CO 


1731 N. WELLS ST CHICAGO 14, ILL 


we SHRED ALL 


WASTE PAPER SHREDDER 


Qui kl y 


waste paper tissue 


shreds newspapers, magazines 


cellophane, corru 
jated cartons, wax paper, et 
strands ideal for packing pur 
Especially adapted to shredding 
onfidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills 


into uniform 
resilient 


poses 


for Te- use 


Compact, economleal, safe All revolving part 


sre covered, Instantly adjustable. Shreds ', tw 


Designed for continuous and trouble freee 


erviee 


FREE TRIAL 


Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 





BUSINESS 774 


The following literature is of special 
interest to executives active in busi 
ness 


management. It is current, and 


literature received 
date of this 


issue may find supplies of the various 


requests for this 


several months after 


booklets are completely exhausted 


Requests for these booklets may be 
sent 


direct to the companies listed 





LOOKING FOR A WAY TO FILI 
BLUEPRINT or en 
afely and in order? A new 
called Ihe 
eribe a new ertical 
to hold 
Without the need for 


ineering plan 
catalo 
Plan Hold Story” de 
filing system 
allable 
punching or 
drilling holes or mutilating the plan 


prints In any a rach 


ih ati . y ti } i Iso a illable 


In many from wall racl to 
dust-tree F in ( italog 
offered li Hold Division 
(Comfort 04 Chakemco 


outh Gate ‘lif 


CAN AIR FREIGHT REDUCI 
OVER-ALL COST OF DISTRIBI 
TION? This was the question asked 
in a study by the Harvard Universit 
school of Business Admir 
istration, The 
in ‘The 
ical Di 


premise 


CGaraduate 
finding are 
Role of Air Freight in Phy 
tribution,” affirms the 
that ; freight can 
circumstance 


contained 


which 
unde: 
aryviny produce net 

avings. Copie of the tudy can be 
obtained for $2.50 from The Graduate 
\dministration 


oldies Field 


chool of Busine 
Harvard Universit 
ho ton Ma 


PHI LOW 
rPRONIC 
‘ inv | piven in a 
ible from KCS 
mnmswet! such que 
hould you 
computer 


DOWN ON ELEC 
computation and data proce 
pamphlet aval 
Data Control Ltd. It 
tions a Wh 
bother with 
Hlow can computers help 
Who can consider 
When should 
Where cat 
KC assist you? copy write 
to KC Data Control ‘ uite B62 
RHO) La t Toronto n > 


electron 
our organization? 
electronic computation? 


ou employ acon 


inada 


FORM FOR ‘THI NINI KEY 
OPERATIONS OF BUSINESS is the 
title of a new Moore 


sents in i 


brochure 


Busines Forms. It pre 


graphic manner the basic require 


ments of the various forms, and 


points out the information that influ 


ences the design of each form. Pres 


ent or planned forms can be checked 


igainst the booklet for compieteness 


of information and efficiency 


flow Copies available fron Moore 
Business Forms, Inc 900 Buffalo 


Ave., Niagara Fall N. Y 


FOREIGN 

AND DIRI 
the July 
“Business 
Official 


{ 


TRADE INFORMAT 
CTORIES are lis 
September 1956 
Information 
bulletin of 

ormation 
Public 


tice ol 


ource 


Bureau 
Library. A 
foreign i I bull 
» Include rel 
vorld-wide 


Individual count and 


economic urvey and to corporatior 
records by | 
able for 2) 
Business Information 
land Public 


country 


cent 


AN ECONOMICA 
producing origi 
crofilm is offere 
Continuous Pris 
two-color brochure 
Company. If your firn 
olume ol cop wort 


ibout the 


scribed in a 
The Haloid 
handles a large 
you'll want to learn more 


advantages offered b\ continuou 
a brochure, write to The 


Rocheste 


copying. For 
Haloid Company, 6 Haloid 
me = 


AIR) CONDITIO? 
CREASED USE OF 
ind window wal 
problem ol wa Opening 
windows. The answet! Window 
Washing ystem a 16 page bool 
let de rramrails. This equip 
ment is attached around the top of 
building, enabling 


cribing 
any size window 
lowe! 
themselve ilon h \ | for ¢ 


vashing men to levate ol 
aAcce to window ‘ for booklet 
No, 2022-A, when writing for a copy 
from the Cleveland Tramrail Divisio 
of The Cleveland Crane & Engineet 


ing Co., Wickliffe, Ohio 


MOST BUSINI EXECUTIVI 
that 
treamline the flow of today 
Three 


dictation system ire des 


ine agreed dictation machine 


creased paper worl 
beautiful four-color booklet 

Lsusiness by Gra Mig & 
\udograph ysten the 


graph system and the 


Phonaudo 
telephone 
stem. Besides describir 
the three systems, the booklet 


ormation about 


dictation sy 
packed with useful inf 
today’s dictation problems. The Gra 
Manufacturing Co.. Hartford 1. Contr 


CORRESPONDENCI 
UAL as an executive's own signature 
with the new Remington 
typewriter which is described 
in a new eight-page 
let. This machine 


AS INDIVID 


is possible 
electric 
four-color bool 


offers ; selec 


wide 
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tion of type styles to suit any pretet 
as Well as many colored ribbon 
Inter 


specialize: 


ence 
to harmonize with letterheads 
changeable type 
typing of kind 
typing may 
asking for booklet RE-&8811 
Remington Rand, a division of Sperry 
Rand Corporation, 315 Fourth Ave 
York 10, N.Y 


proy ides 


any plus “everyday 


Copies be obtained by 


NO 


n 
yew 


PRACTICAL 
BATING 
money, 
terials 


METHODS OF COM 
EMBEZZLEMENTS of 
merchandise, and 
are in a 
booklet, “Embezzlement 
Susiness Enterprises 

Pratt, C.P.A 


authority 


other ma 
32-page 
for 
Lester A 
recognized 
Ihe 


1 for 


described 
Controls 
by 
nationally 
prevention 
co chech li 
the adequacy of a firm 
embezzlement controls. Also listed 
18 ways employees can steal 


on fraud 


booklet ta i 
leciding 
it 
mone 

with workable 


firm, along 


to combat 


from a 
embezzlements otf 
cash receipts, cash disbursements, and 
merchandise. A helpful chapter 
a control program small 
Available to employers, if requested 
on a business letterhead, from Fidel 
ity and Deposit Co 2243 Fidelit 
Bldg Baltimore , Ma 


methods 


Brive 


for firm 


SHOPPING ¢ 
planning 


"ENTERS 
to 
subject of a bool 
Pownal 


repro 


from the 


stayes 


the 


completion and 
operation 
let being offered by Gamble 
and Gilroy. The five 
duced in the booklet 
the Miami Herald 
the booklet includes 
tance the 
parking 
the 


are 


articlk 
originally ran 
The 
thie 
and 


in material 


in Import 


of selection plannin 
Sé lling 


and it 


ol ai site ratio to 


design of center 

and the teamwork 
required in the 
cente! A 
Vailable Gaamble 
and Gilroy, 1407 Las Ola 
Fort Lauderdale, Fla 


space 
stores and plat 


f 


ning operation ol i 


shopping limited number 
of 
Pownall 


Blvd 


copies are a 


SPOTLIGHT 
I 163 


AO 
booklets 


ON 
the 
the 
Association, poses an 
Who Will Be fu 
Material for the 


from tests giver 


THE 
Personnel 
Ameri 


WORKER 
series ol 
Manage 
interest 


in 
by an 
ment 
Ing question 
10 Year 
tudy 

back in 1943 to pick men for milita 
job pilots nay 


bardier best 


Succ 
From Now 
originated 
igators, and bon 
record of over hal 
preserved on IBM 


these 


a million men are 
cards 


1500 cases were 


and tron ample of 


f 


enosen ol follow 


up to see what these men were dot 
today ind how closely the tests had 
foretold th i 
failure rhe re 

i For intormatior 

availability of thi 
Oo AMA Personnel Di 
M. Bl Manager 
agement Associatior 30 W 


York 36, N. Y 


probable 
sult 


suces 
im¢ well 
on 
booklet 
on 
American 
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a Florida 


paradise 
on the 


Colonnades Hotel 
PALM BEACH SHORES 


MAY 7 


The Colonnades Hotel, Dept. ABJ 
Box 676 Florida 
PI e Palm Beach VI 4.5221 


WHERE EXCELLENCE IS NOT EXTRAVAGANCE 


Riviera Beach 


OCEAN FRONT CONVENTION FACILITIES 








Ideas 


READY NOW! 


iil 


a Dartnell management tool 


Here 


@ over 1,300 pages 
@ fully indexed 
@ size 5 by 8 inches 


10-DAY 
FREE 
EXAMINATION 


Stree! 


Suggestions 


gned f 


business 


joy tria 


to save you time, effort, and dollars 
for trouble-free employee relations 


of outstanding personnel plans 


IN THE NEW 


EMPLOYEE RELATIONS HANDBOOK 


oe 


a really complete guidebook for management and 


executives. It presents factual information about 


methods, experiences, and practices of con 


h have established sound employee relations 


t is theoretical. The numerous exhibits are 


speedy adaptation, no matter what your line 


may be ond you'll find all information thor 


ndexed 


nut EMPLOYEE RELATIONS to the test 


sed to send you a copy for a 10 day 


e coupon and mail to 


DARTNELL 


and Leland Aves 


Chicago 40, Ill 


Ravenswood 


ke to try your EMPLOYEE RELATIONS HANDBOOF 


basis. o! 











NEW BOOKS worth Fading 


CHINE TOOL LEASING 83 
‘Treynor and Richard FF. Vaneil 
first widely publicized plan oft 

machine-tool leasing was announced 
in August 1948, but not until Januar 
1954 did 


come fairly widespread 


machine-tool leasing — be 
Poday, mans 
companies are still trying to decide 
vhether to buy or lease. This book 
offers them practical consideration: 
including the advantage and di 
to the le 
considerations, a well 


wivanitape ee and pertinent 
micorme tax 
is a list of machine-tool manutac 
turers providing leasing plans. ‘The 
histor of machine-tool leasing and 
its current ituation are described 
(‘hart show 
tween cost and leasing machine tool 
Manavement Analysis Center, Ine 

> Newbury t Boston 16, Ma 
$15.00 


ample differences be 


A 
147 pages 


FOREIGN OF AN EXAMINA 
TION OF TI PROJECTED 
GROWTH. The Suez Canal crisis ha 
focused new attention on the im 
portance of oil, both in the world 
economy and American trade, Most 
timely, therefore, is this new, original 
ind authoritative report. written 
from the investor's point of view 

of the oil industry in general and of 
foreign oil investment opportunities 

indo risks n particular After 

thorough examination of the asset: 
liabilities, and operations of — the 
major foreign producers, the report 
concludes: “(1) The companies now 
established will have the greatest 
exposure to growing demand; (2) 
to Middle East 


strategic 


Companies with acce 
production will be in a 
position to keep abreast of the de 
mand; (3) How much the oil com 
panies stand to lose from any given 


course of events can be objective 


ly 
assessed.” Burnham and Company, 15 
troad St., New York 5, N. Y. 200 
pages, S500 


INCREASING INTEREST IN FOR 
rIGN TRADE makes the 93rd annual 
issue of THE STATESMAN'’S YEAR 
BOOK, 1956, of special value. Over 
1500 pages, jampacked with statisti 
eal and = historical data on every 
country in the world, offer the inter 
ested businessman 
such matters as Area and popula- 
banking 


information on 
tion finances commerce 
and credit; and imports and exports 
on countries from Albania to Zanzi 
bar, including those behind the Iron 


16 


Curtain, In addition to data on indi- 
vidual tates and countries of the 
world, composite tables show world 
of 


wide tatistics on production 


yrain cotton, petroleum, and other 
commodities; life insurance in force 
and similar data. As an example 
information, here 
covered in the 
Britain: Consti 


of the range of 
are the subjects 
chapter on Great 
tution and Government Area and 
Population 
National Insurance 
ployment; Finance 
Production and Industry 
ind Communications Banking and 
Credit and Money Weight and 
Measures, Additionally, data on the 
United International Mone 
tary Fund, World Bank, and othe 
international organizations; a number 


Religion and Education 
Labor and Em 
and ‘Taxation 
Commerce 


Nations 


of colored maps; and a complete 
cross index make this book a valuable 
reference tool for every business office 
and library. St. Martin’s Press, 103 


Park Ave., New York, N. Y. $8.50 


LET ERMA DO IT. By David O 
Woodbury. “Like Boston, automation 
today can be called a state of mind,’ 
says the author in his wide-angle 
view of what some call the Intellec 
tual Revolution. ERMA, the title 
character, is a child of the revolution 
she is fondly called an “idiot” in 
engineering circles, which means she 
Is strictly a special purpose data 
processing machine, an “Electronic 
Recording Machine —-Accounting.’ 
The problems of ERMA, her calculat 
ing friends, and what spawned them 
are readably examined in such chap 
ters as: “Why We Need Automation” 
“For the Worker--Famine or 
Plenty?": “Office Rescue”; “Shall I 
Automatize My Plant”; and “Where 
Do You and I Fit In?" Harcourt 
Brace and Company 383 Madison 
Ave., New York 17, N. Y. 305 page 

So On) 


THE PATTERN OF MANAGI 

MENT. By Lyndall F. Urwick. “In 
tegrity is the most ital of all the 
qualifications for the individual 
charged with the responsibility of 
leading a group of his fellows in any 
common undertaking -that is, with 
the practice of management,” write 

the author, who was the first Briton 
to receive the gold medal of the Inter- 
national Committee for Scientific 
Management Management — in in 
adaptive 


society the marriage ot 


theory and practice the main out- 
line of management knowledge; and 
the principles of leadership, govern- 
ment, and management are treated 
University of Minnesota Press, Min- 
neapolis 14, Minn. 100 pages. $2.50 


LOCATION AND SPACE ECON 
OMY. By Walter Isard. Relating to 
industrial 
land use, trade, and urban structure 


location market area 
this book offers a welter of informa 
tion, all of which is not intelligible 
to the casual or beginning reader in 
this field. For the 


the book gives an excellent insight 


more advanced 
into how location and space econom) 
are used in “the operation of eco 
nomic processes in the real world 
Copublished by the Massachusetts 
Institute of Technology and John 
Wiley & Sons, Inc., New York, N. Y 
350 pages. $8.75 


MANUAL OF OFFICE REPRO 
DUCTION. By Irvin A. Herrmann 
A guide for office management per- 
sonnel and an aid to the systems 
executive, this book describes the 
types of reproduction processes, Sy 

tems duplicating, and imprinting 
methods. It includes photocopying 
microfilming, data-processing equip 
ment, automatic typewriters, and 
punched tape. The advantages and 
limitations of each are explained 
while nearly 100 charts, examples 
and pictures add to the book. How 
to make the most economical use 
of the equipment an office may now 
have, when not to use certain meth 
ods, and what new equipment might 
be helpful to existing systems are 
discussed. Office Publications Co., 23% 
Madison Ave., New York 16, N. Y 
210 pages. $3.25. Paperbound 


THE AUDIO-VISUAL FQUIPMEN' 
DIRECTORY. By the National 
Audio-Visual Association, Ine. Cur- 
rent models of audio-visual equip- 
ment--including projectors, re- 
corders, screens, record players and 
accessories——are shown in 447 pic- 
tures and described. Complete speci 
fications and prices are given for 
each. New third 
edition of the directory list equipment 


sections in the 


and materials for local a-v produc- 
tion, wide-screen lenses, and sources 
of closed-circuit TV equipment. Na 
tional Audio-Visual Association 
Fastwood Ave Evanston, Ill 
pages. $4.25 
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This Month’s Contributors SERVICES and SUPPLIES 


D ‘ las auvht publi 14 men ‘ \ ‘ om , 
a a , Correspondence Course 


peaking and human relations at 








Western Michigan College, and at the merica ( ( Asse on 

niversities of Michigar Missouri America On ; ociet rm E L E e 

Manitoba, and Wester (Ontario \ cal tatist i t el Corre 
iduate of Western Michigan C% 


lege and Universit of Michigan 


TRONICS 


Programming for Uustaxs ( omputers 


ecord has spoken in 34 states 

it seven national conventions of the 

National Management \ssociation LAWRENCE KEATING, 

His most popular topics are How \ MEI | 

to Tell What You Know Person instruct , la 

ility and Your Job How to Ree r 

ommend and Win il 

Havstacks lj vate V4 ——_ BUSINESS ELECTRONICS INC. 
Programming Section 


ery 40 nine aN VWNEN 
1S FRANCESCO Le «ate 


JAMES McDONALD VICARY is best know: ae, ee. — | 











or studies in consumer motivation : 
first to apply Vocational Analysis 


He was among the 





projective techniques uch a free : 
Photo Credits Ahsige deg het 


word associations and sentence com 
pletions in motivation and marketing , 
research. Mr. Vicary graduated from 
the University of Michigan, where 
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eran the Bureau of Studer pinion 
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The Vest-Pocket Course in 
Selling 


Denvweie a. ” coment Comin wie Cs “A SHORT COURSE 
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4. P. Philly 


urrier Mig. Co 
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Dartnell Corporation 
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Lutinett.ov the March 


ia all oes well and we do not become involved 

in another shooting war in 1957, our people 
should) produce $20 billion more goods and 
services than they produced in 1956. TLowever, 
a considerable part of this dollar gain will 
represent price inflation. Soaring prices are 
the real threat to 1957 business. If they should 
vet out of control in spite of tighter eredit, 
there could be a business collapse. This danger 
was pointed out by IL. W. Prentis, Jr., chair 
man oof Armstrong Cork Company, who 
likened what is happening here to what hap 
pened in Rome many years ago. The Roman 
pattern was from bondage to spiritual faith; 
from spiritual faith to courage; from courage 
lo freedom; from freedom to abundanee; from 
tbundance to selfishness; from: selfishness to 
complacency; from complacency to apathy: 
from apathy to fear; from fear to dependency ; 
from dependency back to bondage. “TL think,” 
said Mr. Prentis, “that this eyele has been 
halted in the United States to a considerabl 
extent, In the pitst, we have compromised 
nuiny of our basic principles of free enterprise. 
Ilad we continued, the ultimate consequences 
would be as predictable as the sequence of 
night and day.” That is why the success of the 
policy of credit restraint being followed by our 
Government may be the deciding factor in de 
termining What happens in 1957. 


* ‘ a 


There's a feeling, noticeable among purchas 
ing agents, that prices on many commodities 
are based not on costs, but on the shortsighted 
policy of “getting all you can while the getting 
is good.” A recent poll of purchasing agents 
for important industrial companies shows that 
many who have been buying on a 60-day basis 
are ordering only 80 days ahead of their needs. 
One reason for this, especially in the case of 


companies making consumer goods, is” that 
while Christmas shopping was good, it was not 
as good as most merchants expected. There 
was considerable overstocking. Lome building, 
one of the key props under the boom, is ex 
pected to fall off in 1957. The vear 1956 was 


16 per cent under 1955. There is also a ques 


48 


tion of how tightened credit may yet affect the 
market for new automobiles. But the key in- 
such as steel, rubber, aluminum— ars 
zooming along, so we are sure of good business 
for the new term. All in all, 1957 should be 
good to those who roll up their sleeves and 


dustries 


really go after business. But competition for 
the consumer's dollar will be keener than ever. 
To do as well this year as we did last year may 
lake some doing and plenty of guts. It will 
also take some brains, some sound, solid think- 
ing on the part of executives from the top to 
the bottom echelons. Snap decisions are out, 
inspirations will help. There’s always room to 
trim some of the lard out of production costs: 
but the real answers will lie in the considered 
use of manpower, machines, and money, 


* * - 


It would be unfair to think, however, that 
all business is complacent about the future. 
This was evidenced hy the interest shown ly 
the 124 executives who attended the Dartnell 
MeMurry conference on Executive Evalua- 
lion and Development last month in Miami, 
Ila. or three days and evenings these leaders 
concentrated on this timely problem. And well 
the \ might, for in the last few years, some 
businesses had added high-salaried executives 
without considering the cost. After all, Unel 
Sam picked up most of the tab. But what if 
profits shrink, as they are doing in some indus- 
tries today? What if business -your business 
found it necessary to cut expenses sharply, and 
executives’ salaries and expenses stuck out on 
the budget like a sore thumb? What to do/ 
Ilow can we determine which executives are 
standing on their own two feet and which are 
heing carried by others? Those who attended 
the conference in the Tlotel Fontainebleau at 
Dartnell’s invitation might not have gone away 
with all the answers, but I am sure most of 
them went home awake to the need of setting 
up a procedure to accurately measure the con 
tribution each executive is making, or not mak 
ing, to the growth and well-being of — the 


J. C. Aspli WY 


busine SS. 
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INDUSTRY! 
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“ falionals save us 123% a year on our investment”’ 


“National Accounting Machines satisfy our 
every accounting need accounts receiv 
able and payable, cost and sales analysis, 
payroll, and general ledger. They maintain 
the timing required for record control at 
our five widely-separated manufacturing 
locations. 

“Because of the nature of our business, 
our volume of detailed accounting work is 
less than required by most concerns which 
are leaders in their field. Yet, Nationals 


THE NATIONAL CASH REGISTER COMPANY, parron 9, onio 


989 OFFICES IN 


Save 
inve 

do 
shifting 
training 1 
atior 


effort 


—MARIETTA CONCRETE CORPORATION, Morietic, O 


In) ssine too, Nationals 
vill pay for themselves with the 


mone the ave, then continue 


avings as profit, Your nearl 


National man will gladly show 
ou how. (See the yellow pages 
of your phone book, or write us 
at Dayton 9, Ohio.) 
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ACCOUNTING MACHINES 
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ADDING MACHINES + CASH REGISTERS 














IBM 


announces the 


3035 


all-purpose, electronic accounting 
system—in one unit! 


... provides “single step’ data process- 
ing for a whole new segment of business. 

Now 
all purpose ¢ lectronic accounting sys 
305 RAMAC 
made possible by IBM snew 5 million 


character 


for the first time a complete 


tem in one unit! That’s 


random access memory for 


filing and instantly finding business 


{ ' 
iCcts 


and figures! 
s with 
305 


For trie dium SIZE d busine sé 
growing accounting proble m 
RAMAC provides “single ste p 


DATA PROCESSING ee ELECTRIC 


TYPEWRITERS e@ 


tronic data processing. This means the 
ability to process ea h transaction as it 
it the 


matically updating every related ree 


! 
occurs, While same time auto 


ord On file! kor example while Col 
ple tely processing five normal invoices 

in one minute, RAMAC 
all related sales 


other records at once! 


will update 


mventory billing ind 


Executive inquiry into this 5-million 
digit file can be made at any time! In 
stantly 


. and without searching or 


TIME EQUIPMENT e MILITARY PRODUCTS 





. the imswer 1s automaticall 
typed it the 305 RAMAC’s con 
305 HAM AC 


rahige ol 


sorting 


ipplic itions Cove! 
ind 
Learn today ho 

for yout} 


IBM repre 


swccounting manulactur 
ing control functions 
RAMA( 


company, 


will he Ip cut costs 
Call your local 


entative 


Init it 


DATA 
PROCESSING 


Disk unit of new IBM 
| 305 RAMAC makes 

5,000,000 characters 
| of business facts and 
| figures instantly avail- 
able to medium-sized 
| business operations 
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